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^C.  FtD^     192?'  • 


INTRODUCTORY 


It  is  felt  that  there  exists  a  need  for  a  Bxireau  circular  for  the 
dissemiraation  of  ins  tractions,  suggestions,  and  infoniation  relating  to 
the  interpretation  of  the  rules  and  regulations  of  the  Department  and  of 
the  Bureau  ,  and  concerning  the  policies,  the  "business  management  and  the 
operation  of  the  Bureau  and  its  divisions,  projects,  sections,  and  branch 
offices.    To  meet  this  need  an  Information  Circular,  of  which  this  is  the 
first  number,  v/ill  be  issued  at  irregular  intervals,  as  material  accumu- 
lates, by  the  Branch  of  Operation  and  distributed  to  all  the  divisions, 
sections  and  branch  offices  of  the  Bureau.    This  will  not  include  the 
formal  orders  making  pennanent  changes  in  our  operating  routine,  which 
will  be  issued,  as  heretofore,  as  numbered  Bureau  or  Branch  Office  (former- 
ly Field  Station)  memoranda.    Llaterial  for  this  circular  from  any  ernployee 
or  officer  in  the  Bureau  will  be  welcomed  and,  if  considered  advisable, 
v\/ill  be  used  with  due  credit  given.    It  is  suggested  that  the  various  pro- 
jects issuing  circulars,  project  letters,  or  the  like,  submit  items  of  the 
character  included  in  the  Information  Circu.lar  of  the  Branch  of  Operation, 
which  may  be  of  general  interest  to  other  projects  of  the  Bureau,  for  publi- 
cation in  this  Circular,  rather  than  to  limdt  their  circulation  to  the 
employees  of  one  project  only.    When  any  division,  project,  branch  office, 
officer  or  employee  has  any  operating  problemi  or  method  which  might  be  of 
interest  to  the  Bureau  generally,  or  to  others  of  the  same  class,  or  hand- 
ling the  same  kind  of  v;ork,  a  statem.ent  of  the  problem  or  a  description  of 
the  method  should  be  submitted.    All  correspondence  in  re^rd  to  this  In- 
formation Circular  or  items  published  therein,  and  all  suggestions  should 
be  addressed  to  the  Administrative  Assistant  in  Charge  of  Operation. 

1.    BRANCH  OF  OPERATION. 

In  the  immediate  office  of  the  Administrative  Assistant  in  Cloarge 
of  Operation,   there  are  two  exscutive  clerks  who  assist  in  handling  the 
regular  routine.     It  is  believed  that  a  brief  statement  of  the  division  of 
the  routine  work  of  this  office,  and  of  the  general  nature  of  the  respe_c^> 
tive  duties  of  these  two  clerks,  would  help  in  maintaining  contacts  with 
the  Branch  of  Operation. 

Mr,  W.  A.  Jump  assists  in  handling  the  miscellaneous,  unclassified 
work  of  the  office  and  that  relating  to  the  operation  of  the  Bureau  offices 
in  Washington  or  of  the  Bureau  as  a  whole. 
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ivir.  J.  A.  Rice  is  engaged  tpon  :ratters  relating  to  the  opera.tion 
of  the  branch  offices  of  the  Sureau,  including  the  preliminary  handling 
of  ail  ccrreGpondenco  v»ith  "branch  offices,  the  preparation  of  requests 
for  all  leases  and  contracts  for  the  entire  Bureau  and  for  their  firoal 
execution,  proper  record,  and  distribution,  and  the  mainceriance  of  all 
necessary  and  proper  records  relating  to  branch  offices,  their  qij^^rters, 
organization,  operating  methods,  etc. 

2  •     USE  OF  SOAP  IIT  PLACE  OF  D£PJ>mX  PIT  STEITCILS . 

Mr.  Gail,  of  the  New  York  Llarket;  Surveys  office,   suggests  the  use 
of  soap  on  stencils.    The  scheme  has  been  tried  out  at  other  stations,  and 
thus,  far,  has  been  endorsed  u::a.ni:nously.     It  is  urged  tliat  otner  offices 
give  it  a  trial.    Mr.  Gail's  letter  reads  a-s  follows: 

"When  attending  a  recent  conference  in  'Vashingtcn, 
Mr,  Potts,  of  the  Dairy  Products  Project,  mentioned  the 
fact  that  his  office  v.as  using  Ivcry  soapsuds  instead  of 
derroax  for  all  stencil  wcrk. 

"Upon  retiirning  to  ITevv  York  v.-e  tried  this  out  and 
find  the  use  of  soap  has  many  advantages  over  derrrax. 
The  cost  is  miuch  less;   the  stencils  present  as  good,  if 
not  a  better,  appearance;   they  hardly  dr;.'  any  more  quick- 
ly tlian  derna.^,  and  there  is  nc  gum.-iing  of  the  irxic.iine. 
In  fact,  the  other  day  after  using  one  mach-ine ,  Then  the 
platen  was  reynoved,  practically  nc  rioisture  v,-as  visible. 

"In  using  Ivory  soap,   the  .^oap  sho-oli  be  melted  c:jid 
then  diluted  v;ith  about  three  times  as  much  water,  T7nen 
wetting  the  stencils,  only  the  under  part  of  the  stencil 
should  be  moistened  within  the  marginal  lines." — 
Market  Surveys  Project  Letter,  Vol.  Ill,  No.  50. 

3  •    LIMITATIOj\t  OxT  local  PUP.CIL^.SFS . 

"Our  general  rule  has  been  that  "11  articles  needed  at  a  riar-cet  or 
field  station  sho-old  be  requested  from  v/ashington,  '.vith  the  exception  c: 
emergency  needs  and  such  articles  as  -^Titing  iiik,  nracilage,  '.vajte  paper 
baskets,  desk  pads  and  blotters,  which  can  not  be  shipped  by  mail  cr  ex- 
press with  safety.    This  rule  hias  not  been  adhered  to"  strictly  in  marker 
stations,  and  the  number  of  local  purchases  of  articles  which  sho-ild  hare 
been  ordered  from  v^ashington  has  constantly  been  increasing.    For  instance, 
the  few  vouchers  which  are  before  us  ai,  the  miOment  of  writing  contain  the 
following  items: 

******  ***  **  *** 

"Cheese  cloth,  card  index  cabinet,  perforator,  doer  checks,  deer 
stops,  colored  addressograph  tabs  and  a  portable  des^  lan^}.    Ail  these 
articles  should  have  been  ordered  from  ;7ashir^tcn.     These  are  only  a  f .^w 
of  the  items  vvhi ch  come  to  our  attention  constantly. 

"As  indicated  in  the  second  paragraph  nf  Field  Station  Me:.\c. randuir. 
No.  17,  no  articles  should  be  p-ai^cra,sea  directly  bj-  a  branch  office  with- 
out specific  instructions  from  Washington,  except  in  accrual  emergency  and 
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in  the  case  of  articles  specifically  enuTierated  in  that  paragraph, 
Emergency  repairs  to  machinery  are  authorized.     But  this  will  not  excuse  • 
our  offices  from  exercising  foresight  in  ordering  articles  from  V/ashingt^n 
far  enough  in  advance  to  permit  delivery.     It  is  realized  that  under  present 
war  conditions,   the  shipment  and  the  transportation  of  supplies  are  delayed 
more  than  norma.lly,  hut  we  must  ask  that  field  and  narket  men,  parti^larly 
the  latter,  adhere  strictly  to  our  policy  as  above  expressed  and  gi<''e 
Washington  an  opportunity  to  fill  orders  v^henever  possible.     These  inatters 
should  not  be  taken  up  by  leased  wire,  if  it  can  be  avoided. 

■  "The  reason  for  the  above  requirements  is  that,  on  practically 
every  article,   the  Government  Supply  Committee  has  secured  bids  and  given 
av^rards  to  cover  their  purchase  for  use  throughout  the  Government,  and  con- 
sequently in  most  instances  has  obtained  lower  prices  than  those  at  which 
articles  can  be  purchased  locally,     Purthermiore ,  as  a  Government  institu- 
tion, We  are  expected  to  avail  ourselves  of  these  arrangements  which  have 
been  made  through  a  Goverrjnental  agency.     In  the  case  of  some  articles, 
such  as  furniture /and  machines,  we"' are  required  to  purchase  through  Govern-, 
ment  contract  from  the  particular  f irmis  to  whom  the  award  has  been  given. 
In  case  of  most  of  the  smaller  articles,   the  limatation  applies  only  to 
purcliases  for  use  in  7/ashington-. " — Market  Surveys  Project  Letter,  Vol, 
III    No.  50.  .  . 

The  policy  of  the  Bureau  against  the  purchase,  of  clocks  of  any 
kind  except  wall  clo.cks  has  been  somev;hat  modified.    Fnen  approved  in 
advance  by  the  Washington  office,  purchase  of  other  clocks  may  be  made 
under  the  following  conditions: 

First,  when  the  need  for  the  clock  is  explained,  as  for  instance, 
for  the  use  of  telegraphers  in  recording  the  time  of  receiving  and  dis- 
patching telegrams,  and  so  on. 

Second,  when  the  clock  purchased  is  not  of  an  expensive  type.  In 
explanation  of  this  statement,  it  may  be  said  here  that  the  restrictions 
heretofore  placed  on  the  purchase  of  clocks  were  aimied  against  the  buying 
of.  ornate  and  relatively  expensive  mantel  clocks  for  private  offices. 

^-     EDUCATION  AND  EXPEPJENCE  OF  TECEITIGAL  MEN  FOR  "fHO'S  WHO"  FILE. 

"Upon  entering  our  service  every  technical  man  receives  a  circular 
requesting  him  to  furnish  Washington  certain  information  concerning  his 
education  and  experience  for  the  "Who's  Who"  file  of  the  Department.  This 
matter  is  often  neglected  and  some  of  these  reports  are  still  due,  although 
they  have  been  requested  at  various  times,     We  wish  to  call  attention  to 
the  fact  that  it  is  to  the  interest  of  the  men  themselves  to  furnish  this 
information  promptly,  as  it  is  needed  in  connection  with  promotions  and 
other  matters  which  come  up  for  consideration" —  Market  Surveys  Project 
Letter,  Vol.  Ill,  No.  50. 

5 .    ADDITIOML  INFORJAATION  BEQUIgED  IN  CONNECTION  WITH  TEI.g^OPARY 
APPOINT?./IENTS.  , 

/ 

•  / 

"Department  Memorandum- No .  2U3,  dated  July  5,  requires  that 

hereafter  the  following  adiiitional  inform tion  be  furnished  with  every 
reque.st  for  a  teniporary  apppintment  or  extension  thereof: 


1.  Whether  the  person  concerned  has  taken  or  applied  for 
•  a*"  Civil  S3i-vic3  e^carrlnation  v;hich,  in  the  opinion  of 

the  recoinnencLing  officer,  ixakes  him  eligible  for  the 
position  to  which  his  appointment  has  "been  n:ade  or 
proposed. 

2.  The  title  of  the  examination  taken  or  applied  for, 

3.  The  place  where  the  examination  was  or  is  to  be  taken. 
k.   -late  of  examiroation. 

5-    Average  attained. 

"This  infom-iaticn  is  required  in  order  to  coinply  with  a  recent 
request  of  the  Civil  Service  Coinmissicn.    The  Coirrdssion  further  requests 
that  no  person  be  appointed  temporarily  unlesE  he  or  she  r.eets  the  require- 
ments for  entrance  to  the  ercamiriation  for  the  position.    This  applies  also 
to  appointments  pending  certification.    No  teirporary  .appointment  can  oe 
made" hereafter  -jntil  this  information,  as  well  as  that  previously  required, 
is  furnished  to  the  Washington  office. 

"Although  we  have  received  several  requests  recently  for  special 
information  which  is  required  in  connection  with  appointments,  we  should 
all  understand  that  all  such  instructions  m:j.st  be  coinplied  with  strictly 
and  that  the  omission  of  any  information  siinply  delays  appointment  action. 
We  have  no  discretion  in  the  matter.    This  is  one  of  the  special  demands 
incident  to  the  v^ar"--  Ivlarkat  Surveys  Project  Letter,  Vol.  Ill,  No.  5^. 

S .    NETT  OFFICER  IN  _CKARGE  OF  SECTION  pF_  SUPPLIES  Am  ACCOUNTS  . 

"Mr,  J.  W.  Dykes,  who  has  been  acting  in  charge  cf  the  Section  of 
Supplies  and  Accounts  since  the  resignation  of  Mr.  C.  H.  Uallaigh,  i^s 
aeari  transferred  to  Denver  to  take  charge  of  the  local  Seed  Heportirig 
Office  of  this  Bureau. 

"Mr.  P.  H.  Quinn,  formerly  of  the  Office  of  Inspection  cf  the 
Secretary's  Office,  has  been  selected  to  take  charge  of  the  Section  of 
Supplies  and  Accounts.    He  assum.ed  his  nev;  duties  on  July  13-    ^^^r.  Quinn 
has  been  in  the  Office  of  Inspection  for  several  years  and  is  considered 
an  expert  on  property  and  fiscal  regulations," — Ivlarket  Surveys  Project 
Letter,  Vol.  Ill,  No,  50. 

7 .    APPOINTIvISNT  OF  HEAD  CLERZ  FOP  JOIICT  OFFTCE  AT  UNION  STOCK  YARDS 

Mr,  Irving  W.  Pevv  left  last  week  ic  take  charge  of  the  clerical 
work  in  the  Joint  Branch  Office  of  the  Live  Stock  and  Meats  division  and 
the  Transportation  division  at  the  Union  Stock  Yards,  Chicago.  For  man;/ 
years. Mr.  Pew  was  employed  in  the/ Chicago  office  of  the  Bureau  of  Aniaal 
Industry,,  l-a,:ter  \7as  transferred  to  Washington  in  the  service  of  that 
Bureau,  ^oind' from  I'lar.-h  'G.  J-'-J.*-  ^T  .-  WIS,  was  Appoirvtment  Clerk  of  the 
Departm^ent  of  Agriculture. 

S .    BRji^'CH  OFFICE  PAY  ROLLS . 

Effective  with  the  pay  roll  for  the  month  of  August,  br.uich  offices 
v/ill  send  in  .their  pay  rolls  in  d-i:5?licate  cn  Voucher  Form  2.     Bctn  copies 


-  5  - 


of  ,  this  roll  should  be  mailed  to  the  Section  of  S-upplies  and  Accotmts. 
In  accordance  v;ith  Field  Station  Mernorand'um  No.  lU,  page  9j  paragraph 
2,  pay  rolls  should  he  made  iip  as  a  single  roll  for  each  office  whether 
or  not  it  "be  a  single  project  or  a  joint  office.     That  part  of  the 
paragraph  covering  Acco-unts  and  Pay  Rolls,  directing  that  a  separate 
statement  be  drawn  off  showing  the  3a;laries  paid  to  employees  of  each 
project  may  be  disregarded,  the  m.alzing  up  in  duplicate  of  voucher  Form 
2  being  in  lieu  of  these  separate  statements.    Rolls  for  more  than  one 
office,  even  in  the  same  city,  should  not  be  combined,  and  the  totals 
and  the  names  of  the  appropriations  should  not  be  placed  anywhere  on  the 
pay  rolls.    This  v;ill  be  done  in  the  Washington  office.     There  should  be 
no  variation  in  the  handling  of  pay  rolls  as  indicated  in  Field  Station 
Memorandum  No.  ik  other  than  the  one  above  mentioned, 

A  memorandum,  amending  existing  instructions  as  indicated  above, 
will  be  issued  in  a  short  time. 

The  duplicate  is  required  in  order  to  expedite  the  passing  of  pay 
rolls  for  payment.     It  is  to  be  used  for  making  the  necessary  records  in 
the  Section  of  Supplies  and  Accounts,  so  that  the  original  need  not  be 
delayed  vvhile  the  record  is  being  made.    The  dt^ilicate  will  then  be  cir- 
culated among  the  projects  concerned,  for  their  infonmtion  and  record, 
in  lieu  of  the  separate  project  lists  req.uired  by  Field  Station  Mem.crandum 
No.  ik. 

5.     BRANCH  QFFIGE  ACCOUNTS. 

With  the  inauguration  of  the  branch  office  cost  accounting  system, 
it  will  be  necessary/  for  each  project  branch  office  and  each  joint  branch 
office  to  start  with  a  clean  slate  each  year.  In  order 

to  accomplish  this,  it  is  suggested  that  no  acco'ont  be  kept  on  Form  BM-'+3 
of  the  receipt  of  any  articles  after  July  1,  I3IS,  which  are  paid  for 
from  funds  chargeable  to  the  fiscal  year  ending  June  30.  151^-  is  under- 

stood, of  course,   that  such  articles  will  be  carried  in  stock  and  used  as 
occasion  may  arise. 

10 .  cm  CaMITTEES  AND  JOINT  OPERATING  COMMITTEES. 

The  attention  of  everyone  concerned  is  directed  to  Field  Station 
Memorandum  No.  ik.     Up  to  this  time  no  reports  have  been  r^^ceived  from  a 
number  of  cities  showing  that  the  organization  of  the  City  Comm.ittees  and 
Operating  Committees  has  been  effected.     It  is  impcrta,nt  that  such  action 
be  taken  and  reports  forwarded  to  Washington  showing  the  action  taken  and 
the  selection  of  officers. 

1 1 .  CORRESPONDENCE  FROM  CITY  COMMITTEES.  M^IJ^J:^.  OPERATING  COMMITTEES . 

It  is  suggested  that  branch  office  employees'  correspondence  con- 
cerning City  Corrmittee  or  Operating  Corrmittee  n-atters  be  signed  as  "Chair- 
man, City  Coiimittes",  "Clerk,  City  CoiruLittee",   "Ciiairrran,  Operating.Cora- 
mittee",  or  "Head  Clei'k,  Joint  Branch  Office,"  as  the  case  nay  be. 
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12.  BEQJJISITIONS  FROM  JOIHT  BBAUCH  OFFICES. 

It  is  the  intention  that  requisitions  from  joint  "branch  offices 
usually  shall  be  rrade  on  some  one  project,  no  attempt  being  TrB.d.e  to 
split  such  requisitions,  the  mtter  of  the  distribution  of  expense,  sc 
far  as  the  joint  office  is  concerned,  being  adjusted  on  Form 
The  regular  procedure  vdll  be  to  draw  each  requisition  for  joint  31:55- 
plies  on  a  single  project,  and  to  credit  the  project  on  its  account 
with  the  joint  office  with  the  cost  of  the  SL^^plies  or  naterial.  The 
necessity  for  splitting  the  charges  for  amr  requisition  should  be  ex- 
plained. 

13.  SALARIES  OF  JOINT  ElffLOYEES. 

Inquiry  has  been  ma-de  as  to  the  distribution  of  salaries  of  ez.- 
ployees  who  are  engaged  upon  work  in  joint  offices.    As  a  r-j.le,  the 
salary  of  each  ernployee  should  be  charged  against  soiTie  one  project  and 
adjustment  mde  on  Form  BM-^3>  crediting  the  project  on  its  account  with 
the  joint  office,  the  same  as  is  done  in  the  case  of  requisitions  from 
joint  offices.    Which  project  is  to  bear  the  expense  in  each  instance 
will  be  siiggested  by  the  responsible  branch  office  project  representatives 
and  approved  by  the  project  leaders  in  Washington. 

It  is  possible,  when  necessary,  to  divide  a  salary  liability  vpcr. 
a  monthly  basis.    When  this  is  done,  the  request  from  the  branch  office 
should  outline  the  proposed  allotment  definitely  by  months  and  projects. 

1^-    BECORD  OF  VOUCHERS  SEI^  TO  WASHIITGTOIT. 

In  order  to  make  sure  that  all  bills  received  by  branch  offices 
are  vouchered  properly  and  also  to  make  certain  that  the  same  bill  is  not 
vouchered  twice,  the  Office  of  the  Federal  Grain  Svipervision  at  Chicago 
has  a  rubber  stamp  reading  as  follows: 

BILL  VOUCHERED_^_.  

VOUCHER  FORWARDED 


MME  OF  OITICE 


BY  

If  any  other  of  the  branch  offices  feel  tl-^t  such  a  stamp  would 
be  of  service,  it  will  he  s^j^jplied  upon  requisition  Fonc  BM-38. 

15  •     r>l\ILING  OF  VOUCHERS  TO  WASHINGTON. 

It  is  noted  that  some  branch  offices  mail  vouchers  to  the  pro-'ect 
office  at  Washington  ethers  send  them  direct  to  the  Section  of' 

Supplies  and  Accounts.    In  order  to  have  a  miform  method,  and  also  to 
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avoid  delay,  it  is  suggested  that  all  vouchers  be  ' senf  direct  to  the 
Section  of  S-upplies  and  Accounts.    After  auditing,  they  all  have  to  go 
to  the  respective  projects  for  approval. 

16.    M.STE  PAPER. 

The  waste  of  paper,  particularly  in  some  of  the  larger  offices 
where  mimeograph  machines  are  used,  is  a  matter  of  much  concern.     It  is 
presupposed,  of  course,  that  every  precaution  is  used  to  keep  this  waste 
to  a  minimuip,  and  that  so  far  as  possible  such  waste  paper  is  used  for 
scratch  paper.    However,  even  with  all  precautious  possible,  it  is 
desired  that  the  larger  field  offices  submit  reports  as  to  whether  it  is 
deemed  practicable  to  secure  some  return  for  this  waste  by  means  of  bal- 
ing the  paper.    A  letter  should  be  forwarded  at  once  to  the  Administrative 
Assistant  in  Charge  of  Operation,  including  information  as  to  the  type  of 
baler  which  can  be  obtained  and  its  approximate  cost.    Also  include  in- 
formation as  to  approximately  the  number  of  pounds  of  waste  paper  you 
have  every  month,  and  what  price  such  material  is  bringing  at  your  station 
at  this  time. 

17'    IDDITIOML  CLEBKS  ACCOUNT  JOIHT  OPEBATION  OF  BMNCH  07FICES. 

Several  requests  have  been  received  asking  that  the  clerical  force 
of  branch  offices  be  augmented  because  of  increased  duties  resulting  from 
joint  operation.    Apparently,  there  is  a  mi  sunder  standing  on  the  part  of 
some  of  the  branch  offices  in  this  respept^    Joint  operation  does  not 
call  for  any  additional  work  except  the  keeping  of  accounts  on  Form  WL-^l)- 
This  ought  not  to  exceed  half  an  hour  a  day  in  any  office — it  will  require 
less  than  that  in  most  offices.    Joint  operation  does  not  add  to  the  work 
of  any  branch  office  except  in  this  small  natter  of  the  keeping  of  ac- 
counts.   Rather,  joint  operation  means  a  reclassification  of  the  work  of 
branch  offices  v/here  two  or  more  project!  are  working  together.  Under 
joint  operation,  the  work  of  the  office  is  a  ijnit  rather  than  taking  the 
PROJECT  as  the  unit.    This  ought  to,  and  v^ll,  make  for  efficiency  in 
getting  out  the  work  from  any  branch  offic^.    With  all  employees  of  the 
office  performing  their  duties  with  this  thought  in  mind,  it  will  mean 
t^at  maximum  results  will  be  obtained  from  a  minimum  force. 

18.     INFORMAX  BIDS. 

It  should  be  understood  by  everyone  who  has  anything  to  do  with 
the  purchasing  of  supplies  of  any  kind  that  the  mere  acceptance  by  the 
Board  of  Avmrds  of  an  informl  bid  does  not  carry  with  it  the  authority  to 
order  the  goods  or  have  them  delivered.    In  Washington,  supplies  never 
should  be  delivered  until  the  vendor's  copy  of  the  requisition  has  been 
signed  by  the  Clerk  in  Charge  of  Supplies  and  Accotmts.    Most  of  the  pro- 
jects operating  branch  offices  have  developed  a  well-defined  policy  that 
purchases  in  the  field  involving  any  considerable  amount  of  money  are  to 
be  m.ade  on  Bureau  requisition.     It  should  be  the  regular  practice  of 
branch  offices  to  see  that  Bureau  requisitions  are  made  for  large  pur- 
chases.   Purchases  made  on  the  basis  of  informal  bids  should  be  m^de  on 
Bureau  req.uisitions  whenever  practicable. 
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19.  VOUCHERS  IvUST  BS  SIIB!gTT2r  PP.O?JPTLY. 

The  Disb-arsing  Office  of  the  Department  of  Agriculture  is  urging 
the  necessity  of  ITorra  ;3  vouchers  being  niade  up  £^nd  sent  in  prcrTptly. 
All  branch  offices  are  asked  to  comply  with  the  requact.    The  novenient 
of  such  papers  is  slow  enough  at  best  and  it  is  impcrt'S.nt  that  the  Bureau 
of  Ivfe-rkets  take  especial  pains  to  avoid  'onnecessary  delays.    The  req.u3st 
from  the  Disbursing  Office  reads  as  follov;s: 

"This  office  is  in  receipt  of  a  msn:orandvjri  frc.T.  the  Treacury 
Department,  requesting  th^at  vouchers  ha  riassed  prornptly  to  the 
Disbursing  Officer  for  settlement  'vithin  the  quarter  in  '.vhich 
the  service  v;aG  rendered  or  the  supplies  fiornished,  and  tr^t 
supplemental  vouchers  or  clair.s  should  he  avoided  as  nrach  as 
possible.    Also  that  if  necesi^ary  to  hold  back  voucher  or  clairris 
for  an  -unreasonable  time,  a  statement  should  accoirpany  the 
voucherc;  or  claim  ejcplaining  tno  delay,  v/hich  explanation  should 
be  signed  by  the  clairrant  or  someone  else  having  knowledge  of 
the  facts." 

"In  the  future,  will  you  kindly  furni^ih  a  statement  with  all 
accounts  tiiat  are  not  submitted  for  payment  within  ninety  days 
after  delivery  of  the  supplies  or  the  perfomance  of  a  job 
service.    Travel  acccutats  shciild  he  r.-ndered  monthly  cr  at  the 
completion  cf  a  trip. 

Your  cooperation  will  obviate  the  necessity  of  returning 
accounts  for  explamticr.  a,nd  expedite  their  settlement". 

20.  CMGE  ni  TITLE  OF  "FIELD  3TATI01-T"  •.E?.(0?J'^-IIA  : .ETiIES . 

The  series  of  miemoranda  heretofore  issued  under  the  title  "Field 
Station"  memcrandr.  Nos.  1  to  l^ ,  -.vill  be  ic-sued  hereafter  as  "Sra-.ch 
Office^'  memoranda.    The  series  of  n-jmcers  will  remain  unbrokon,  the  first 
m.emoranoum  to  appear  -"jiiider  the  r.ev;  title  being  Branch  Office  I-'emc ran d-j:m 
No.  19  (not  yet  issued). 

The  reason  for  making  this  change  is  th^t  one  of  the  --^rcr'acts  :.f 
the  Bureau  maintains  two  classes  of  offices  outside  of  T7ashi'r.gton,  one 
class  iaiov;n  as  Field  Stations  and  the  other  as  Branch  Cfi  icesT    As  '"Branch 
Office"  is  the  m.ore  comprehensive  term  it  is  deamed  advisable  to  malie  the 
change  as  noted  above. 

21-     TELEGHAFHI C  ADDPFSS5S . 

All  bremch  offices,  field  stations  and  field  e!:$;lcyees  cf  this 
Bureau  '.vho  have  telegraphic  addresses  registered  with  the"  commercial  tele- 
grapr-  companies  in  which  the  word  "Agriculture"  i::-  used,  sho-ald  --^ve  these 
aaaressec  am^ended  i:73nediately  by  the  substitution  of  the  words  "Sure.-- 
Mar,<ets"  for  the  v;ord  "Agriculfare"  .    All  telegraoh  messages  involving  the 
use  Ox  a  registered  address  should  be  prepared  accordingly^ 
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22.  $120  INCREASE. 

For  the  iniorrration  of  all  concerned,  Burea-o.  Memorand-um  No.  149 
will  "be  sent  to  all  branch  offices  in  the  near  future.    This  memorand-um 
has  been  prepared  with  the  idea  in  mind  of  ansv\rering  definitely  many  of 
the  questions  that  arise  in  connection  with  the  subject  of  the  temporary 
$120  increase  in  salaries. 

23.  PAY  ROLL  DELAYS. 

A  great  many  complaints  have  been  received  from,  branch  offices 
that  pay  checks  for  July  did  not  comxe  on  time.     For  the  information  of 
all  concerned,  it  is  desired  to  state  that  several  things  have  com^bined 
to  'cause,  these  delays.    In  several  instances,   the  rolls  did  not  reach 
Washington  until  July  30-     In  order  to  receive  proper  atter.tion  -all  pay 
rolls  should  be  in  the  Section  of  Supplies  and  Accounts  not  later  than 
the  26th.     In  addition  to  other  complications,  the  shorta,ge  of  clerical 
help  is  more  or  less  acLite  at  times  and  it  is  not  always  possible  to 
audit  pay  rolls  and  other  accounts  as  expeditiously  as  they  should  be 
handled.    A  number  of  e:xperienced  clerks  have  left  the  Bureau  to  enter 
•   the  m.ilitary  service,  and  usually  it  is  not  possible  to  fill  their  places 
promptly  with  efficient  help.    As  a  rule,  we  are  obliged  to  employ  persons 
who  must  be  trained  to  do  the  work  required,  and  this  mearia  delays  of 
courses.    Branch  offices  are  urged  to  mail  pay  rolls  promptly  and  to 
rem.ember  that  conditions  over  which  w-a  have  no  control  may  delay  payment 
a  few  days.    The  war  is  responsible  for  the  loss  to  us  of  many  of  our  best 
and  most  reliable  clerks,  and  we  are  glad  to  contribute  our  share  toward 
making  this  world  the  kind  of  a  'vorld  it  was  meant  to  be.    With  this  in 
mind,  we  ask  that  everybody  in  the  Bureau  be  just  as  patient  as  possible. 

Administrative  Assistant 
In  Charge  of  Operation. 
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1.  PURCHASE  OF  BOOKS  AND  PERIODICALS. 

Requisitions  for  books  and  periodicals  for  branch  offices 
should  be  made  throu^*  the  Washington  office  of  the  respective  pro- 
jects.   This  subject  is  covered  in  Branch  Office  Memorandum  No.  21 
v/hich  vdll  be  distributed  shortly  to  all  offices  both  in  and  out  of 
Washington. 

2.  U^TNECESSARY  TELEGRAPHING  AND  UNNECESSARY  ?70RDS  IN  TELEGRAMS. 

There  is  an  increasing  tendency  on  the  part  of  many  members 
of  the  Bureau  force  to  use  the  leased  wires  for  matters  which  sho-uld 
be  handled  by  mail..    M^rxy  telegrams  are  sent  on  bu.sines£-  the  r^ture 
of  which  could  not  justify  the  use  of  the  telegraph  under  any  condi- 
tions.   Lfeny  more  are  sent  between  nearby  points  where  the  mails  would 
give  nearly  as  quick  results.    A  considerable  percentage  is  carelessly 
prepared,  co'-...taining  more  '.vords  than  needed.    For  the  most  part,'  our 
leased  wire  service  is  being  taxed  to  its  utmost  capacity.     It  is 
necessary,   therefore,  that  no  undue  strain  be  put  -c^on  it.    Of  course, 
as  a  matter  of  economy  the  use  of  the  commercial  wires  must  be  limited 
only  to  such  matters  as  could  not  be  handled  satisfactorily  otherwise* 

Recently,  within  a  period  of  two  hours,  three  telegrams 
making  inqu-iries  concerning  the  .same  matter,  signed  by  three  different 
persons,  were  received  from  one  joint  branch  office.     To  avoid  dipli- 
cation,  superfluous  words,  and  any  uj.inecessary  use  of  the  telegraph, 
the  visaing  of  messages  sent  from  branch  offices  Is  deemed  necessary. 
This  is  provided  for  in  Branch  Office  Memorandum  Ho.  ,20  v/hich  will  ..be 
distributed  in  a  few  days.     Special ' effort  should  be  made  to  eliminate 
the  use  of  unnecessary  words  in  telegrams.     It  is  important  that  we 
improve  the  record- of  the  Bureau  in  this  respect.    We  are  not  proud 
of  past  perforrrB-nces  on  messages  over  conmercial  wires,  as  shown  by 
a  recent  letter  from  the  Chief  Clerk  of  the  Department  containing  the 
following  informtion: 

"The  Secretary  of  l^r  has  transmitted  to 
this  Department  the  report  of  an  investigation 
made  jointly  by  the  Army  and  Navy  into  the  handling, 
of  telegraph  messages'  by  the  various  Government 
Departments  in  Washington.     It  appears  that  the 
actual  telegraph  business  for  tVi/o  days  was  obtained 


from  the  telegraph  companies  and  carefully  studied. 

"One  of  the  items  in  the  report  shows  the 
percentage  of  unnecessary  words  in  messages  sent 
hy  the  Departments.    For  the  Department  cf  Agricul  - 
tura  the  average  percentage  of  unnecessaiy  words  is 
stated  at  ^♦5.    It  is  noted,  however,  that  for  the 
Bureau  of  Markets  the  percentage  of  unnecessary  words 
is  given  as  lU.6  per  cent." 

In  connection  with  the  telegraphic  service  of  the  Bureau, 
the  attention  of  3,11  members  of  the  force  is  directed  to  Memorandm 
No.  131  entitled,  The  Kg g  of  the  Telegraph  in  the  Bureau  of  I/arksts, 
which  will  he  suppliea  all  offices,  both  in  and  outside  of  Washington. 
If  any  office  fails  to  receive  a  copy  of  Memorandum  ITo.  I3I,  rea^uest 
should  be  made  for  it. 

3.      SCRIP  BOOXS. 

The  use  of  scrip  books  is  treated  fully  in  Memorar.d-jn  No. 
250,  Office  of  the  Secretary.    Copies  of  this  Memoranduci  have  been 
distributed  widely  throughout  the  Bureau,    If  any  member  of  the  Bureau 
force  has  .not  seen  this  Memorandum  and  none  has  been  received  at  his 
headquarters,  a  request  on  the  Administrative  Assistant  in  C1^2.rge  of 
Operation  will  bring  a  copy  to  him. 

^»      mSI^TG  OFFICE  SPACE  OUTSIDE  OF  WASHiyGTON>  P.  C 

Much  delay  in  the  preparation  of  leases  will  be  avoided  if 
the  information  called  for  in  Field  Station  Memorand-um  No,  5,  dated 
April  5,  1517,  be  supplied  at  the  time  request  for  lease  is  forwarded 
to  Washington.    All  the  information  called  for  in  the  Memorandum  is 
needed,  and  the  lack  of  any  of  it  is  sure  to  result  in  delay. 

5.      EvIPLOYMEITT  OF  MIFORS  AI^ID  COITVICT  L/30R  OK  GOVERI-g^ENT  CO>TPACTS.. 

Memorandum  iJo.  Office  of  the  Secretary,  directs  that 

at  the  suggestion  of  the  War  Labor  Policies  Board,  the  following 
clause  be  inserted  in  all  contracts  hereafter  executed  by  or  0:-.  behalf 
of  the  Department  of  Agriculture. 

"All  work  required  in  carrying  out  this  con- 
tract shall  be  performed  in  compliance  with  the  laws 
of  the  state,  territory  or  District  of  Col-^mbia  v.here 
such  labor  is  performed.    No  minor  under  the  age  of 
lU  years  shall  be  employed  in  carrying  out  the  terms 
of  this  agreement;  nor  shall  any  minor  between  the 
ages  of  Ik  and  I6  years  be  so  employed  more  than  S 
honors  in  any  one  day  or  more  tiian  6  days  in  anv  one 
week,  or  before  6  A,  M.  or  after  7  P.  M. ;  nor  shall 
any  convict  labor  be  erwployed  in  carrying  out  the 
terms  of  this  agreement,  in  accordance  with  executive 
order  signed  j\fe,y  IS.  1905;  Provided,  however,  that 
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the  President  of  the  United  States  may,  "by  executive 
order,  modify  this  pi;Ovlsion  v;ith  respect  to  the  em- 
ployment of  convict  labor  and  provide  the  terras  and 
conditions  upon  which  such  labor  may  be  errpXoyed,  This 
provision  shall  be  of  the  essence  of"  the  contract." 

6.  NOT  tJSE  THE  TEBM  "TODAY"  ETC,  .  lU  T5LEGEAMS.  

"Recently  a  telegram  was  received,  requesting 
that  a  certain  appointment  be  made  effective  *  today* " 
The  telegram  was  dated  the  day  prior  to  the  date  it 
was  received  in  Washington,  it  having  been  filed  at  a 
Pacific  Coast  office*    Appointment  was  requested  effec- 
tive in  accordance  with  the  telegram,  but  it  now  ap- 
pears that  the  telegram  v/as  act-ually  filed  two  days 
earlier.    Hereafter,  when  it  is  necessary  to  mention 
dates,  whether  they  refer  to  appointments  or  other 
subjects,  the  exact  day  of  the  month  should  be  given 
rather  than  such  terms  as  'today'  or  '  tomorrow. '-Market 
Surveys  Project  Letter,  Vol.  Ill,  No,  6o. 

7'      PERSOm  USE  OF  OFFICIAL  STATIOmY.'   '  . 

The  regulations  of  the  Department  prohibit  the  personal  use 
tf  official  stationery,    The  mails  show  that  a  nmber^of  official 
letter  heads  and  envelopes  are  being  used  in  this  way.    The  more 
fact  that  a  stamp  is  used  on  a  Penalty  envelope  does  not  warrant  its 
personal  use.    It  is  particularly  difficult  to  secure  envelopes  of 
the  regular  official  size  at  the  present  time.  •  No  one  has  any 
authority  to  make  personal  use  of  Government  property,  and  this  is 
true  of  stationery  as  well  as  of  other  property  paid  for. by  the  public, 
A  complete  cessation  of  the  practice  is  expected  on  the' part  of  em- 
ployees of  the  Bureau  of  Markets. 

8.      LEASED  WIRE  PERSOML  CONVERSATIONS. 

Recently  Mr.  Brand  noticed  in  a  telegram  that  reference  was 
made  to  some  misinformation  which  had  been  dissemim ted  by  means  of 
infoniBl  conversations  by  telegraph  operators  over  the  leased  wire. 
Mr,  Brand  has  directed  that  the  practice  of  operators  carrying  on 
personal,  unofficial  conversations  over  the  leased  wire  be  discontinued 
at  once, 

9*      TOCHT  OF  OFFICIAL  PACKAGES  BY  MklL. 

The  attention  of  members  of  the  force,  both  in  Washington 
and  at  branch  offices,  is  directed. to  the  following: 

No  package  of  over  four  pounds  in  weight  (except  it  contain 
official  printed  jratter)  may  be  sent  through  the  mails  from  Washington, 
without  postage,  under  Government  frank;    On  all  packages  over  four 
potinds,  with  the  exception  noted,  postage  must  be  paid  at  regular 


parcel  post  rates,  on  ths  entire  weight  of  the  parcel.     In  case  t'-^c 
or  more  packages  are  sent-'to  the  same  address  at  the  same  tj^  anl 
the  combined  weight  is  more  than  four  pciands,  this  same  rule  applies, 

Evefy  reasonable  effort  should  "be  irade  to  keep  all  outgoing 
pacisages  below  the  four-pound  limit.    IShere  it  is  necessary  to  send  a, 
heavier  package  from  '.Tashington  by  nail,  it  should  be  fcr-varded  by 
messenger  to  the  Section  of  ST:$)plies  and  Accounts,  with  a  note  to 
the  effect  that  it  weigh*:-  more  than  four  pounds.    The  necessary 
postage  will  be  affixed  and  the  package  irailed  by  the  Section  of  S-jp~ 
plies  and  Accounts. 

No  stamps  will  be  issued  by  the  Section  of  Mails  and  Files 
for  this  purpose  and  no  such  packages  should  be  nailed  other  than 
through  the  Section  of  Supplies  and  Acco-unts, 

10.     -LEATE  OF  ilBSEI'TCE  ^.^ILE  PEKFORIvillTG  OITICIAL  TRAVEL. 

Attention  is  directed  to  Bureau  Memorandum  No,  J)!,  dated 
July  15,  1915^  relative  to  enployees  taking  leave  of  absence  while 
performing  official  travel.    It  is  iirportant  that  requests  for  such 
leave  be  irade  in  accordance  vvith  Memorandum  No.  '}!.    /u^y  branch 
office  or  employee  will  be  supplied  with  a  copy  upon  rec^uest  to  the 
Administrative  Assistant  in  Charge  of  Operation. 


Administrative  Assistant  " 
In  Charge  of  Ope  rati  on. 
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1.         USE  OF  SOAP  IN  PLACE  OF  DERMAX  ON  STENCILS. 

Reference  is  made  to  item  No.  2  of  Infonration  Circular  No.  11. 
Letters  have  been  received  from  several  branch  offices  stating  that  water 
is  used  for  this  purpose.    Stencils  nay  be  cut  as  well  with  water  as  with 
Dermax  but  care  must  be  taken  to  prevent  rust.    A  little  alcohol  on  the 
cylinder  and  the  metal  strip  underneath  the  cylinder  will  prevent  much  of 
this  rusting,    It  is  essential,  of  course,  to  keep  mchines  clean  when 
they  are  used  for  stencil  cutting  no  matter  whether  water,  soapsuds  or 
Dermax  be  used  for  moistening  the  stencils. 

It  may  be  noted  here  that  it  is  doubted  whether  the  use  of  either 
water  or  soapsuds  is  advisable  in  cases  where  stencils  are  used  for  making 
runs  of  more  than  2000  copies,  since  apparently  the  moistening  by  anything 
other  than  Dermax  tends  to  nake  the  stencil  brittle.    In  cases  where 
stencils  are  filed  away  for  possible  future  use  it  is  believed  that  the 
use  of  either  water  or  soapsuds  is  inadvisable. 

In  this  connection,  too  much  stress  can  not  be  placed  v^on  the 
necessity  of  mimeographs  being  kept  clean.    Attention  should  be  given  this 
point  every  day  machines  are  used.    The  improved  appearance  of  the  output 
of  clean  machines  alone  is  sufficient  to  justify  close  attention  to  this 
detail,  while  the  life  of  the  machine  and  the  appearance  of  an  office  where 
a  machine  is  kept  clean  are  points  xspon  which  it  is  unnecessary  to  make 
any  comment, 

2.         LEAVE  WITHOUT  PAY. 

It  appears  necessary  to  call  the  attention  of  employees  to  the 
regulation  concerning  leave  without  pay.    The  Chief  Clerk  of  the  Depart- 
ment is  insisting  that  the  requirements  of  Secretary's  Memorandum  No.  226, 
dated  January  k,  I9IS,  on  this  subject,  be  strictly  complied  v\?ith.  For 
your  information,  that  memorandvim  is  quoted  below: 

"All  applications  for  leave  without  pay  must  be 
approved  by  the  Chief  Clerk  of  the  Department.    IN  NO  CASE 
SHALL  SUCH  LEAVE  BE  TAKEN  UNTIL  THE  APPLICANT  HAS  BEEN 
ADVISED  OF  ITS  APPROVAL-    Each  application  must  be  sijpported 
by  a  memorandum  setting  forth  the  reasons  for  which  the 
leave  is  requested.    The  procedure  will  supersede  all  rules 
and  regulations  in  conflict  herewith." 

The  supporting  memorandum  required  should  give  in  some  detail  the 
reasons  why  the  leave  is  requested  and  should  not,  as  has  happened  in  at 
least  one  case,  be  a  more  notation  on  the  leave  slip  "Leave  taken  to  at- 
tend to  personal  business". 
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Mr.  Eeese,  the  Chief  Clerk  of  the  Department,  has  advised  that 
there  will  be  no  particular  objection  to  granting  teniporary  emplcye_^ 
leave  without  pay  prior  to  authority  from  him  when  such  absence  is  neces- 
sitated because  of  the  illness  of  the  applicant,  or  illness  in  the  im- 
mediate family  where  the  patient  requires  the  applicant's  personal  atten- 
tion.   This  also  applies  to  permanent  enployees  who  have  taken  all  their 
annml  and  sick  leave. 

Per  diem  employees,  who  do  not  submit  leave  applications  when 
absent,  are  not  affected  by  the  memorandum. 

Ecployees  in  the  field  'should  secure  the  permission  before  taking 
leave  without  pay  if  time  will  permit  miling  their  applications. 

Please  observe  the  requirements  of  the  Secretary's  Memorandiim  and 
do  not  enter  on  leave  without  pay  status  until  you  have  been  advised  by 
the  Chief  Clerk  of  the  Bureau  that  the  application  has  been  approved. 

3.         CLERICAL  PROMOTIONS. 

Mr.  W.  A.  Sherman  suggests  that  the  Information  Circular  call  atten 
tion  to  the  futility  of  making  special  recommendations  for  imnediate  pro- 
motions for  clerks.     In  view  of  the-  repeated  explanations  which  have  been 
published  as  to  how  clerical  promotions  are  made  in  the  Department  of  Agri 
culture,  it  ought  not  to  be  necessary  again  to  call  attention  to  the  fact 
that  under  any  circumstances  except  those  specifically  described  below 
special  recommendations  for  imjmediate  or  early  promotions  can  do  no  pos- 
sible good.     The  points  cited  by  Mr.  Shernan  are  essentially  as  fellows: 

Clerks  in  the  field  can  be  promoted  only  in  four  v.ays: 

1.  By  creation  of  new  statutory  positions  by  Congress 
at  higher  salaries  than  those  now  prevailing,  to  which  pro- 
motions can  be  made.    Congress  has  taken  no  such  action  within 
the  past  two  years  and  should  it  do  so  in  the  future,  the 
vacancies  would  not  become  available  and  the  ccntenplated  pro- 
motions could  not  be  made  until  approxinately  ten  months  aftd'r 
the  action  was  inaugurated. 

2.  A  clerk  can  be  promoted  when  a  vacancy  occurs  in  the 
■  next  higher  statutory  grade,  that  is  to  say,  when  a  clerk  hold- 
ing a  $1200  statutory  position  resigns  a  chain  of  promotions 
my  occur,  in  which  one  clerk  will  be  prom.oted  from  $1CSC  or 
$1100  into  the  $1200  vacancy;  another  from  $560  or  $1C2C  to 
$1080  or  $1100,  as  the  case  may  be;  while  another  may  be  pro- 
moted from  $SU0  or  $g00  to  the  next  higher  place  thus  made 
vacant.    This  is  the  way  in  which  fully  95?o  of  all  clerical 
promotions  must  be  accoir^ilished. 

3.  A  promotion  may  be  made  from,  the  statutory'  roll  tc 
the  lump  sum  when  no  statutory  vacancy  occurs  in  case  there 
has  been  such  a  radical  change  in  the  character  of  the  duties 
performed  by  the  clerk,  with  such  an  increase  in  responsibility, 
that  it  constitutes  a  transfer  to  a  new  position.    A  few  rrc- 
motions  have  been  made  on  these  grounds. 

It  is  technically  and  legally  possible  to  promote 
from  a  lump  sum  roll  to  a  lump  sum  roll,  provided  the  salary 
paid  after  the  promotion  is  not  larger  than  that  paid  to  other 
employees  in  the  service  for  the  same  volume  and  kind  of  work 
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and  degree  of  respOnsiTaility*    Administratively,  however,  the 
Department  of  Agriculture  practically  ilever  dpproves  such  pro- 
motions, Unless  With  a  coincident  change  in  duties,  as  des- 
cribed in  No.  3  above. 

Since  nearly  all  promotions  must  come  in  consequence  of 
vacancies  in  grades  above,  it  is  useless  to  recommend  that  a 
clerk  be  promoted  at  any  specific  time,  since  no  one  can  tell 
when  a  vacancy  will  occur  which  will  make  a  promotion  possible. 
When  vacancies  do  occur,  promotions  are  made  in  order  of  stand- 
ing on  the  Efficiency  Register  and  on  this  Register  all  the 
clerks  in  this  Bureau,  both  in  Washington  and  in  the  field,  who 
receive  the  same  salaries,  are  in  direct  competition.    For  ex- 
ample,  the  Bureau  had  on  the  Efficiency  Register  compiled  June 
1,  191s,  23U  clerks  receiving  $1000  per  annum.    These  have  been 
arranged  by  the  Efficiency  Committee  and  approved  by  the  Chief 
of  Bureau  in  the  numerical  order  which  determines  the  order  in 
TA^ich  they  will  be  promoted  during  the  six  months  ending  November 
30,  191s,  as  vacancies  occur. 

This  order  is  readjusted  semi-annually  on  the  basis  of 
efficiency  reports  for  each  employee,  submi tted  by  pro ject  leaders. 

Field  men  and  project  leaders  can  do  no  more  for  their 
clerks  than  to  explain  in  detail  the  character  of  the  services 
they  are  rendering,  thus  securing  for  them  adequate  consideration 
at  the  hands  of  the  Efficiency  Committee. 

The  officer  who  tells  his  clerk  that  he  will  recommend  him 
for  promotion  is  making  a  statement  which  has  no  real  meaning, 
since  there  is  no  official  channel  through  which  any  one  can  re- 
commend a  clerk  for  promotion  till  a  vacancy  occurs,  and  in  that 
case  the  Chief  of  the  Bureau  bases  his  recommendation  to  the 
Secretary  on  the  findings  of  the  Efficiency  Corrmittee. 

The  only  fair  thing  for  an  officer  to  tell  a  clerk,  there- 
fore, is  that  the  character  and  value  of  the  services  of  the 
clerk  have  been  explained  in  such  a  way  as  to  secure  for  him  the 
best  possible  standing  on  the  Efficiency  Register.    No  hope 
should  ever  be  held  out  that  promotion  will  be  made  within  any 
specified  time% 

^.         CERTIFYING  TO  SALARY  VOUCHERS. 

When  Form  3  salary  vouchers  are  submitted,  the  first  certificate 
of  which  is  not  signed  by  the  claimant,  the  second  certificate  should  be 
signed  by  some  local  officer  of  the  Bureau  of  Markets  or  of  some  other 
Bureau  of  this  Department  under  whose  immediate  st^jervision  the  services 
v/ere  rendered.     It  has  been  the  practice  in  the  Bureau  to  approve  vouchers 
that  were  not  signed  by  the  claimant  when  certified  to  by  some  officer 
here  in  Washington  who  has  no  actual  personal  knowledge  of  the  services 
having  been  rendered  and  whose  certificate  was  based  on  reports  received 
from  the  field  which  constituted  no  part  of  the  voucher.    Hereafter  we 
would  like  to  have  such  salary  vouchers  either  signed  by  the  claimant  or 
certified  to  by  some  officer  having  actual  personal  knowledge  that  the 
services  have  been  rendered  as  claimed. 


.  U  - 


5.  APPOIMIMEOT'S. 

The  attention  of  all  Bureau  officers  and  employees  who  have  any- 
thing to  do  with  making  requests  for  appointments  is  called  to  Bureau 
Memorand-um  No.  I56,  dated  September  16,  I9IS,    This  Memorandiar  will  be 
supplied  to  all  Washington  offices  within  a  few  days,  and  Branch  offices 
should  apply  to  their  respective  Washington  offices  for  a  copy  if  one  is 
not  received  promptly. 

Bureau  Memorandum  No.  I56  is  essentially  a  swmary  of  all  outstand- 
ing instructions  of  the  Bureau  concerning  the  making  of  appointntents.  As 
most  of  the  delays  in  the  making  of  appointments  are  due  to  the  lack  of 
sufficient  details,  it  is  important  that  everyone  concerned  in  the  request- 
ing of  appointments  have  a  copy  of  this  Memorandiam. 

6.  CUBTAILMENT  OF  TRANSFERS  TO  OTHER  BRANCHES  OF  THE  GOVERHf.ENT. 

Bureau  Memo  ran  dm  No .  153 »  dated  September  lU,  I9I8,  will  be  issued 
to  all  Washington  offices  in  a  few  days,  and  a  copy  should  be  on  file  in 
every  branch  office.    If  branch  offices  do  not  receive  a  copy  of  I-'emorandvaE 
No.  153  by  October  2,  request  should  be  directed  to  the  respective  project 
offices  in  Washington. 

7.  SMA.LLER  SIZE  ENVELOPES  TO  BE  USED  WHENEVER  "POSSIBLE. 

Bureau  Memorandum  No.  I5U,  dated  September  ik,  I9I8,  under  the  abcve 
title,  will  be  distributed  to  project  offices  in  Washington  in  a  few  days. 
All  branch  offices  should  have  a  copy  on  file.    If  not  received  by  October 

8.  request  should  be  made  on  the  respective  project  offices  in  Washington 
for  a  copy.    Small  envelopes  are  to  be  used  for  correspondence  whenever 
possible.    The  equipment  of  all  the  envelope  manufacturers  in  the  country 
is  unable  to  turn  out  the  larger  size  envelopes  in  sufficient  quantities 
to  supply  the  demands  of  the  Government,  and  the  use  of  small  envelopes  is 
necessary  to  relieve  the  situation  to  that  extent.    Branch  offices  should 
not  order  small  envelopes,  however,  until  Memorandum  15^  is  received. 


R.  V.  Bailey, 

Administrative  Assistant 
In  Charge  of  Operaticn. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTlIi^E 


BUREAU  OF  MARKETS 
Braich  of  Operation 
Washington,  D,  C. 


INFORMATION  CIRCULAR  NO. 
September  I9,  I9IS. 


Various  branch  offices  from  time  to  time  receive  requests  for  in- 
formation vipon  agricultural  subjects  other  than  those  relating  to  the  pliase 
phases  of  marketing  handled  by  the  project  or  projects  represented  in  any 
branch  office  in  the  city  in  which  the  inquiry  is  made. 

Frequently  -  even  generally  -  there  is  printed  matter  available, 
in  the  office  of  the  St^jerintendent  of  Docunents  in  the  G-overnment  Printing 
Office,  in  Washington,  or  in  the  Department  of  Agriculture,  v^hi^ch  will  give 
all  of  the  information  desired.     For  the  use  of  our  branch  off-ices  in  look- 
ing up  such  literature  as  may  be  available  on  the  various  subjects  of  in- 
quiry, certain  lists  and  indexes  will  be  sent  to  each  branch  office  in  the 
near  future. 

The  index  to  "Farmers'  Bulletins"  and  the  mimeographed  supplement 
thereto  are  for  reference  use.    It  has  not  been  feasible  to  index  the  bulle- 
tins in  great  detail,  but  an  effort  has  been  made  to  classify  them  broadly 
under  their  main  headings.     (Tf  nothing  about  "insects  affecting  orchards", • 
for  instance,  can  be  found  under  "Orchards"  or  "Insects",  lock  under  "Fruit" 
"Apples",  etc.)      We  shall  try  to  supply  to  the  branch  offices  up-to-date 
lists  as  often  as  possible. 

The  Department  of  Agriculture  also  publishes  a  series  called 
"Department  Bulletins",  in  which  subjects  of  less  general  interest  to 
farmers  are  treated  in  greater  detail  or  in  a  more  technical  manner.  A 
list  of  these  has  not  been  prepared,  since  they  are  not  available  for  long 
after  they  are  first  published.    Anyone  may  keep  in  touch  with  these  publi- 
cations through  the  "Monthly  List  of  Publications"  issued  by  the  Department, 
and  each  branch  office  has  been  placed  on  the  mailing  list  to  receive  this. 

Among  other  series  issued  by  the  Department  are  "Office  of  the 
Secretary  Circulars"  (Publications  emanating  directly  from  the  Secretary's 
Office)  ,  "Yearbook  Separates"  (Reprints  of  articles  in  the  annml  Yearbooks) 
"Service  and  Regulatory  Annomcements"  of  the  different  Bureaus  regarding 
the  administration  of  certain  laws  by  the  Department,  etc.     The  Bureau  of 
Markets  also  issues  a  series  of  "Documents"  for  publishing  the  results  of 
preliminary  investigation  and  other  informal  material. 

Each  branch  office  will  receive  as  they  are  revised,  a  mimeographed 
list  of  the  "Publications  of  the  Bureau  of  Markets"  and  of  the" "Periodical 
Reports  Issued  by  the  Bureau  of  Markets" .     The  Library  of  the  Bureau  has 
prepared' a  "Selected  List  of  Publications  on  the  Marketing  of  Farm  Products" 
a  copy  of  which  will  be  sent  each  branch  office  in  the  near  future.  (Addi- 
tional copies  of  any  of  these  will  be  sent  upon  request.) 

It  is  suggested  that  each  branch  office  maintain  in  its  files  a 
folder  for  "Publications,  Lists  of".     In  this  should  be  placed  such  refer- 
ence lists  as  are  of  value.    When  new  lists  are  received,  old  lists  sho-old 
be  destroyed,  so  that  the  file  may  be  kept  -up-to-date. 
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The  Bureau  Library  will  be  -glad  to  furnish  rafersnce  lists,  to 
select  publications  on  special  subjects,  etc.  ,  ' when  requested. 

No  representative  of  this  Bureau  should  attempt  to  give  inf onnation, 
other  than  in  the  form  of  publications  printed  by  the  Department  on  any 
subject  not  pertaining  directly  to  the  work  of  his  own  project,  and  even 
then  he  may  find  it  advisable  to  refer  the  inquiry  to  his  project  leader 
in  Washington.     Other  inquiries  relating  to  marketing  farm  products  should 
be  referred  to  the  proper  project  branch  in  the  same  city,  or  to  the  leader 
of  the  project  concerned  in  Washington.     It  should  be  borne  in  mind  that 
the  work  of  the  Bureau  of  Markets  is  to  handle  subjects  relating  to  distri- 
bution, while  in  general  other  Bureaus  of  the  Department  devote  their  time 
largely  or  entirely  to  questions  relating  to  production.    Persons  making 
inquiry  regarding  agricultural  topics  other  than  marketing  should  be  in- 
structed to  address  their  inquiries  to  the  Chief  of  such  Bureau  or  office 
of  the  Department  of  Agriculture,  in  Washington,  as  handles  imtters  of  the 
kind  involved.     Some  of  the  more  important  of  these  Bureaus  or  offices  are 
as  follows: 

Office  of  Farm  Ifenagement,    E.  H.  Thomson,  Acting  Chief. 
Studies  the  details  of  farm  practice  from  a  business 
standpoint,  with  a  view  to  determining  the  most 
efficient  methods  of  operation. 

Weather  Bureau.    Chas .  F.  Marvin,  Chief. 

Conducts  meteorological  investigation;  issues  weather 
maps;  handles  all  work  relating  to  climate,  storm 
warnings,  frost  warnings,  etc. 

Forest  Service,  Henry  S,  Graves,  Forester. 

Administers  the  national  forests  and  develops  ilse  of 
their  resources;  directs  all  research  work  relating 
to  forestry  and  fo±"est  utilization* 

Bureau  of  Animal  Industry,  J.  R.  Mohler,  Chief. 

Studies  and  gives  information  regarding  live  stock; 
conducts  the  meat- inspection  and  quarantine  work. 

Bureau  of  Plant  Industry,  .Wm,  A,  Taylor,  Chief.  , 

Investigates  problems  relating  to  plants  and  plant 
industries. 

Bureau  of  Chemistry,  Carl  L.  Alsberg,  Chief. 

Enforces  the  Food  and  Drugs  Act;   investigates  questions 
of  agricultural  chemistry. 

Bureau  of  Soils,  Milton  V/hitney,  Chief. 

Surveys  and  maps  the  soils  and  investigates  the 
fertilizer  resources  of  the  United  States, 


Bureau  of  Crop  Estimates,  Leon  M.  Estabrook,  Chief. 

Xollects  crop  statistics;   gathers  and-.colflates  g.enaral  agri- 
cultural statistics;' issues  crop  reports  and  forecasts. 
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B-greau-  of  Entonolo.yy.  'L.  0.  Howard,  Chief. 

Studies  iniec-.<c  in  thsir  ralation  to  agriculture. 


Bureau  of  Biological  S'arvey.  E.  W«  ITelson,  Cliief.  . 

Studies  v\/ild  birds  and  animals,   their  distrihution, 
habits,  and  relations  to  agricu.livre.;  '.-.a2i"iitiis£ ers 
the  Federal  bird  and  game  reservations  and  the 
Federal  laws  protecting  game  and  regulating  the 
importation  of  birds  and  animals;     controls  noxious 
mammals;    and  experiments  in  fur  farming. 

Office  of  Public  Roads  and  Eural  Engineering.  Logan  1%ller  Page, 

Di rector. 

Studies  and  s-u^iplies  information  regardiiig  road  making, 
road  managem:ent,  road  maintenance,  farm  irrigation, 
farm  drainage,  and  rural  engineering  and  architecttixec 

States  Relations  Service.  A.  G.  True,  Director^ 

Supervises  the  use  of  Federal  funds  for  agricultural  ex- 
periment stations  and  agricultural  extension  work; 
investigates  agricultural  education,  and  food,  dietetics, 
clothing,  and  household  equipmenL  and  managem.ent. 

Bureau  of  I/larkets.  Charles  J.  Brand,  Chief. 

Investigates  problems  pertaining  to  marketing  and  distribu- 
tion of  farm  products  and  organizing  rural  corainunities 
for  marketing,  rural  credit,  and  other  purposes.  Main- 
tains market  news  services  on  fruits  and  vegetables, 
live  stock  and  meats,  hay  and  seeds,  dairy  and  other 
products,  and  inspects  shipments  of  fruits  and  vegetables 
upon  reciuest.    Enforces  Cotton  Futures  Act,  Grain  Stand- 
ards Act,  Standard  Container  Act,  and  administers  the 
Warehouse  Act. 

Mr,  Brand,  as  Chief  of  the  Bureau,  is  also  the  immediate 
representative  of  the  Secretary  in  the  execution  of  the 
duties  presecribed  under  the  President's  proclama.tion  of 
June  18,  I9I8,  enforcing  reg'ala.tions  governing  licensees 
operating  stock  yards,  or  handling  or  dealing  in  live 
stock  in  or  in  connection  with  stock  yards. 

Federal  Eorticul tural  Board.  C.  L.  Marlatt,  Chairman, 

■  Assists  in  the  enforcement  of  the  Plant  Quarantine  Act  of  August 
20,  1312. 

Insecticide  and  Fungicide  Board.  J,       Haywood,  Chairman. 
Assists  in  the  enforcement  of  the  Insecticide  Act  of  I9IO, 

V.  BAILEY, 

Administrative  Assistant 
In  Charge  of  Operation. 


UIKTED  STATES  DEPaPTJIEITT  OF  AGBICULTUSE 
EUREA'J  0?  IviA.RK7:rS 


?/asliington,  D.  C.  -s,:v^rv*;  ^rto  2  )92t 


■imOFMAIlOlT  CmCULAR  NG.  -'- 
.^  ■•-'■Octc''oer  -22^1913. 


mSGSlTY  FOR  CLOSE  aOOFERATIOIT. 

B-jreau  Meiriorandiiaa  No.  I63  lias  been  issued  under  date  of  Oc to csr  2, 
.1910,  -under  the  title,*  -"Safegmr ding,  the  So'and  .Organi zaticn,  Proper 

Maintenance,  and  Efficient  Operation'  of  -  the  Bureau.."    This  Tnemo  ran  dum 
'should  receive-  careful  cons i derati oh  by- all  the  'eJiiployee5..i:3f  the  Bureau, 

and  espedally  "by  those  ■  stationed' in  field. .off ices' 'qscause  >x.f  oheir 

relatively"  indirect  and  at-te-nuat,ed  contacts  with  th"e- adimni strati ve 

offices  in  "Washington.        .    '".'•:•     .-^  -  ■  .v.l-s^. 

2 .  CHA:>TGE  of  HGUHS  in  WASHINGTON.  -    "  -   '   ■  ■  ^.  . '  "        •    .i :  ' 

.'  ■■-.A'Se£iiinthi^'<>Gtober  .37-  ^td'cprit"inua^taltil■  ^further  the  office 

hours_  of  the  V/as'nington  offices  of  the  Department  of  Agric-ol tiare j'were 
taade'  to  0  3gin  and"  end' half  ari'liour  earlier -each  day,  ■  beginning  at  3:30 

--a.m.- -and  ending  at' 4:00'  p/ni.     This  was  done'ln  coiinection  v/ith  changes  i; 
•the  hoiu-s  of  g ther" Go ve rhmen t  DepsCrtments.. a.nd .of .  the  retail  stores  of 
the'  city  in  'G-rier*to  reduce  the  morning  and  evening  congestion  on  the 

/■s;t're«^' -'bars  •Krurirg  ■th§--3pideini®--<:^f.  Spanish  --Inf  1-uaiiza.    It  i.s  believed 
t-hat' "this  change  --vi  11- not  af f  ect-"the  .work- of  ,oul*  jbraaich.  of  f  ices  in  any 
way,  except  p'dssi  oly  iii  th3-  e.tchange  of  miscellaneous  telegraphic  mess- 
ages wi'tTri-  offi-Ves  f.r.  •WasMng'bdn. 

3.  MIEEOGBAPHII'G  AIvTD  'pt:i]}|^lNG  -   -'-.r     ''      ...  "  ■ 

'-■  ■  Special -^'ttsnti on  is.  called -to  Bureau  Memoranda  ;Nos.  155  a^"^--.  157> 
r"i3lative  tc  econ-.rles  to  be -practiced  in' lEiEeographing  and.  in  ordering 
printing.-ahd  printing'  supplies,  '  .:  :   ^  .-  .■'        '\  - 

^.    '■-L-ETTERHEAI)5.    •    '   -'  -  ■ 

tetters  ■  on- Washington  iletterh^ds  frequently  are  received  from 
branch  "offices ,  sometiu^s  ".vi-thout  the  a-ddr^ss  .cf  the  office  or  even 
the  name -of  the  city  fromr -which' 'they  comie*  -  ■'Vfe.shington.  ietterheads 
never 'snoul-d" be  used  in  branch  Offices  when  the  regular  field  letter- 
h  eads  are  available,  and  the  address  of  the  of f ice- in "fei dh  i t  is 
written  should  be  typewritten  or ■  stamped  near  the. -top-  of '  the  sheet. 

5-  '   .APPROPRIATION  BILI  PASSED. 

The  -regular  apiyropriati on  bi-11  :for-  the  Department  of  Agricul -.-ire 
for  the  current  fiscal  year  was  approved  and  became  effective  Octooer  _ 
The  emer;-ency  bill  for  stimulating  production  is  still  in  conference, 
a  contin"-lng  resolution  for  October  nov;  being  in  effect. 


6.      CLERICAL  ORGANIZATION  OF  JOINT  OFFICES. 

It  is  desired  that  each  joint  office  send  to  the  Adirdrdstrati ve 
Assistant  in  Charge  of  Operation  an  outline  of  its  clerical  and  sub- 
clerical  organization,  including  the  clerks,  messengers,  etc.,  of  the 
joint  operating  force  and  of  each  of  the  projects.    The  Tiame  or  kind 
of  each  position  should  "be  given,  the  salary  stated,  and  the  duties  de- 
scrihed*     This  is  for  the  purpose  of  providing  a  better  basis  for 
■understanding  correspondence  regarding  suggested  changes  in  the  joint 
clerical  force. 

?•      BUREAU  MIMORANDIM  NO. "  133  • 

A  supplement  to  Bureau  Meraorandijm  No..  153 1  in  regard  to  the 
policy  of  the  Department  and  of  the  Bureau  in  giving  permission  to 
employees  to  accept  appointment  in  or  transfer  to  other  branciies  of  the 
service,  and  to  take  examinations  in  order  to  qualify  for  such  appoint- 
ments, was  issued  October  3>  I9IS,     Since  this  supplement  did  not  bear 
a  new  n-umber  in  the  Bureau  series,  its  omission  from,  any  numerical 
file  of  this  series  vvould  not  be  noticed,  and  for  this  reason  special 
attention  is  called  to  it. 

S.      CONTACTS  WITH  MUNICIPAL  AND  STATO  MRKETING  AUTHORITIES. 

Attention  is  called  to  Ivir,  Brand's  memoiandum  of  October  3i 
entitled  "Bureau  Representatives  in  Travel -Status  Should  Call  /Jpon 
State  and  Municipal  Marketing  Authorities  V'ienever  Feasible,"  Copies 
may  be  secured  from  the  Administrative  Assistant  in  Charge  of  Operation. 
As  a  corollary  of  this  m.emorandum,  it  m.ay  be  said  that  field  stations, 
branch  offices,  and  all  representatives  stationed  in  the  field  should 
at  all  times  iraintain  close  and  cordial  contacts  with  state  and  munici- 
pal marketing  agencies  in  their  respective  districts. 

3'      DELAYS  IN  THE  PAYMENT  OF  ACCOUNTS. 

From  time  to  time  during  the  past  year,  the  offices  in  Washingtai 
have  been  receiving  statements  in  regard  to  the  slow  payment  of  acco-onts 
of  dealers,  reimbiirsement  and  salary  vouchers,  etc.    Officers  v/ith  head- 
qmrters  in  Washington  also  have  experienced  prolonged  delays  in  secur- 
ing adjustment  of  reimbursement  accounts.    The  principal  ui-derlying 
causes  of  these  delays  have  been  in  the  enormous  increases  in  the 
appropriations  of  the  Department,  with  a  consequent  increase  ir.  the  vvork 
of  the^auditorsj  the  loss  of  auditors  entering  the  military  service  and 
accepting  higher- salaried  commercial  positions;  the  consequent  keen 
competitive  deir.and  for  auditors  am.ong  the  various  bureaus  *of  this  Depart- 
ment;   and  the  fact  that  no  amount  of  trainir^  and  exp-erience  elsewhere 
can  qijalify  aiayone  to  audit  accounts  in  the  Departm.ent  of  A;2;ric^jl fore. 
Auditing  under  the  Fiscal  Regulations  and  precedents  of  the^Ie-Dartment 
of _ Agriculture  can  be  learned  only  by  actual  experience  in  auditing  in 
tras  Department.     In  other  words,'  an  auditor  new  to  this  Department 
must  have  all  of  his  work  checked  for  some  months  by  one  ulth  the 
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reci.v.ired  expar:  ';nc3  "before  Ms  vrork  can  pass  vvicho-'jtt  reviev/.  Since 
thij  r.^ginning  o.if  tha  war,  the  Bureau  of  Riarkets  ha-s  lost  all  of  its 
auditors  but  ons,  and  it  ha..;  heen  necess^-^ry  meanwhile  to  train  thoss 
secured  from  time' to  time'  to  carry  on  the  v/ork;- ■  The.  entire  force 
amilable  has  contir^uously  put  in  large  aniouiits  of  overtime  in  an 
effort  to  keep  ^op.  with  t.'i3  work,  .  . 

At  present,  tl>e  prospect  i's'Tjright  for  rajjid  iraprovemejrit •  of 
conditi-oiis.    •Thefp.rce  now  on  hSnd' is,  sufficient  to  "audi  t:.-'/oi^phers  as 
rapidly'  as-  recpiysd,  and  "by  cohtiiluing,  to  work  overtime,  '  is ,. ^radmlly 
■  reducing  the  nwiher  of  vouchers  in  arrears.     Spanish  Influenza  may 
..  cause  somfe'' •■■further  con-plications,-,  hut  these  protalDly  '^v/ill  he  o.nly 
teinporary,  ■at'Tid  if  no  further  uhejcpec ted  misfortune  befalls,  it  is 
.  expected  that,  within.  tv;o  months,   the  arrears  in  the  audi  ting. and  pay- 

■    ment  of  vouchers  y;ill  have  been  ■eliminated,     1 1  is''e:tpected,  that  there.- 
after  no  vouchers ,  ei.ther  l^lue-  or  white,,  will  tak&  "hip-re  thari  a  maximum 
of  two_  weeks  in  the  Section  of  Supplies  and  Accounts,' and  mos,t  of  themi 
should  be  passed  and  paid  within  a  few  days  after  receipt.     It  woi"ld 
be  impracticable  to  organize  an  auditing  and  accounting  force  able  to 
handle  peak  loads,  including. pay  days,  with.no  jielay  whatever;  a 

•  ■  .considerable  part  of  stich  a  force  would  have'  to-reiiBin  idle  a  large 
part,  of  ■the  tirne-^  :■•■„,■ 

10.     _sPECiFrc  i:c'omTioH.  missing  git  FOm  5  VOUCHBES..;'  :y  -..-.■■ 

It  will  be  of  assistance  in.  the  work  of  auditing  the  Bureau 
accounts  if  x'-ot-.chers  covering  the  , purchase  of  article^' branch  offices 
are  so  written  up,  as  to  show  the  size  or  weight  of  the  arti.'Gle  bought, 
For  instance,  a  voucher  now' before  us  contains  aji  eht.ry.'Us  follov/s: 
"One  bottle  Garter.';S  pen  craft,  ink,  $l-.50.",   Smother  voucher' shows 
three  entries  f or  .ink  as  f.cl'ld'.vs:     "Orie  bottle,.  75  cents;  ohe  bottle, 
35  cents;-  cie  bot-le,-,  IC  cehtl-"    Thei  ■sizes  of  .the  bottles  should  have 
been  shown  in  each  case  .a.nd/a  statement  should. Mve  been  made  also  show- 
ing whether  red.  iruc,  rubber  .  staap' ink,  ■  .foi:!n' tain  pen  ink,  or  . whatever 
kind  of  inir  was  received,    Iviiny-  times  also,  vouchers  for  miscellaneous 
services  or  purchiB-ses  contain  only  partial  information.    For'  instance, 
vouchers  for  payment  of  drayage  or  storage . should  give  som-e  information, 
as  to  what -go.ods  wei-e  ha.-uled  or stored -and  the  quantity,    .In  the  case 
of  storage,'  of  cour'se,  the  time  during  which  the  ira-terial  was  in  storage 
sho-'old  be  shown...  .    '  .  ■.    '  ' 

,11.     ■  VOUGKEES.  FOR  SMALL '  SMS.'  "  ...  .,       ■.  ■  ■  • 

■   It  is  noticed  that  a  great  many -vouchers,  Irorm  5-)  covering 
expenditures  of  less  than  $1 , 00  pass ■ through  the 'Washington  office.  The 
handling  of  so  mar^y  vouchers  for  small  sums  entails  a  good  deal  of  e.vtra 
work  and  3xpense  in  auditing.     It  is  suggested  that  where  the  ag.gre,gate 
am;0-unt  of  money  involved  in  the  course  of  a  month  is  not  sufficient  to 
work  a  hardship  v^on  branch  office  mien  such  items  be  paid  for  in  cash 
and  reirabursemient  claimed  on  voucher  Fcnn  h.     It  is  believed  that  this 
vail  tend  to  hasten  the  ariditing  and  payment  of  larger  and  more  important 
vouchers, 

■     •    •       ■       -  (Over} 
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12,      WASTE  PAPER. 

The  attention  of  branch  office  irien  is  called  to  i  ten:  l"c.  lo  ^ 
of  Infomat-ion  Circular  No.  1,    The  Washington  office  has^receivea 
correspondence  from  several  &o\arces  which  indicates  that  xt  iray  be 
worth  while  to  give  the  baling  of  vaste  paper  a  test.     In  one  case 
at  least  we  have  a  standing  offer  of  SO  cents  a  handred  po^.ds  lor 
the  quality  of  paper  that  is  v\0sted  in  the  ndrceograph  roosru  The 
results  of  the  trial  at  that  office,  will  be  reported  in  sor.e  future  ^ 
number  of  the  information  Circular,     If  any  other  branch  offices  feex 
that  local  conditions  are  such  that.it  would  be  advisable  to  put  in 
a  baler  without  via-iting  for  a  report  of  results  from,  the  station  vrhere 
the  experiment  is  to  be  tried  out  soon,  it  is  requested  that  the  matter 
be  taken  up  with  the  Administrative  Assistant  in  Charge  of  Operation 
before  such  purchase  is  made, 

13^  •    VOUCHERS  FOB.  JOINT  EXPEITSES, 

Some  of  the  joint  offices  have  been  sending  to  the  Adr-ird  strati  re 
Assistant  in  Charge  of  Operation  vouchers  for  joint  expenses  without 
indicating  the  authorization  or  authorisations  under  which  the  vouche'rs 
should  be  paid  nor  the  project  or  projects  against  which  they  sho-iLd  be 
charged.    These  points  must,  of  course,  be  determined  by  the  Operating 
Committee  of  the  joint  office  transmitting  the  vouchers  in  order  to 
make  the  proper  entries  on  the  joint  e:\pense  accouiits,  and  should  be 
indicated  on  the  vouchers  or  in  the  letter  of  trar.smi  otal,  .TThere  the 
entire  amount  of  the  voucher  is  to  be  charged  against 'a  single  pro^^ect, 
as  should  generally  be  the  case^  the- voucher  should  be  sent  to  the 
Washington  office  of  that' pro ject ,  the  necessary  adjustments  being  mads 
"Upon  the  joint  expense  accounts  in  the  branch  office.     It  is  only  vouchers 
of  wiaich  the  amomts  must  be  divided  between  or  among  two  or  more  projects 
that  should  be  . sent  to  the  Branch  of  Operation,  - 

i^'-    mYLiGi-rr  saviitg. 

At  the  close  of  business  on  Saturday,  October  26,  all  clocks  cr 
timepieces  owned  or  controlled  by  this  Bureau »  either  in  Washington 
or  in  the  field,  will  be  set  back  one  hour,    Until  further  notice  all 
employees  will  report  for  work  at  the  same  hour  by  the  clock  as  at  present 
It  is  important  that  this  matter  be  given  'Careful  attention  and  that  ail 
employees  be  fully  inf  ormed  .regarding- itlie  change,  in  order  that  ccnfusicn 
my  be  avoided  in  the  news  service  and  other  work  conducted  by  this  Ihireau 


R.  V.  BAILEY, 
Adrri n  i  s t  ra t  i  ve  A  s  si  s  tant 
In  Charge  of  Operation. 


UNITED  STATES  DEPARTIOTT  0?  AGRICULTURE 
F.I5EAU  OF  B^RKETS 
Branch  of  Operation 
Washington,  D.  G. 


INFORIvIATIOlT  CIRCULAR  NC.  6. 
November  1,  I9IS. 


Branch  Office  Director;^'' 


This  issue  of  the  Inforixation  Circular  is  prepared  in  order  to 
provide  a  list  of  the  Bureau  branch  offices,  City  Committees  and 
Operating  Committees,  and  it  should  be  preserved  for  ready  reference. 
It  is  our  intention  to  get  out  a  coinplete  nev;  directory  from  time  to 
time  —  possibly  two  or  three  issues  a  year.     In  the  meantime  changes 
v;il-l  be  noted  in  succeeding  issues,  and  this  Inforrration  Circular  should 
be  brought  do\m  to  date  accordingly. 

Attention  is  directed  to  that  portion  of  Bureau  Memorandum  ITc. 
131  concerning  the  registering  of  telegraphic  addresses,  v/nerein  it  is 
stated  that  the  -.wrds  "Bureau  Markets''  are  to  be  substituted  for  the 
word  "Agriculture".     It  is  the  intention  of  the  Bureau  that  the  tele- 
graphic addre.ss  of  branch  offices  shall  show  the  name  of  the  project, 
followed  by  the  words  "Bureau  ivlarkets"  and  the  name  of  the  city, 
project  branches  should  register  in  this  way,  at  least  in  cities  where 
the  Bureau  is  represented  by  more  tiaan  one  project. 

To  date  we  have  received  but  few  reports  stating  that  branch 
offices  have  registered  their  addresses  with  the  commercial  telegraph 
companies  and  it  is  urged  that  all  branch  offices  which  have  not  taken 
such  action,  do  so  at  once  and  report  accordingly  to  the  Administrative 
Assistant  in  Charge  of  Operation. 

City  Committees  and  Operating  Ccmznittees  are  shown  herein,  so 
far  as  we  have  the  informticn.    Bureau  representatives,  in  cities 
where  such  information  is  not  shown,  should  get  together  at  once  and 
organize  as  indicated  in  Field  Station  Memorandum  No.  ik  and  make 
^port  to  the  Chief  of  tha  Bureau. 

In  places  where  the  personnel  of  City  Committees  a-nd  Operating 
Committees  is  not  sho-vvn  it  is  because  we  have  not  the  inforrration  at 
hand.    Space  is  left  to  be  filled  in  when  the  data  are  transmitted  to 
us,  notice  of  which  will  be  given  from  time  to  time  in  subseq.uent 
issues. 

We  want  especially  also  the  office  telephone  ntmbsrs  of  the 
Chairman  of  each  Operating  Committee.    In-offices  where  there  are  switch 
boards,  we  want  to  be  advised  of  the  fact.    If  there  is  a  "key"  number 
for  the  switchboard,  please  inform  us. 
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It  is  requested  tha.t  aix7  errors  which  nay  "be  noted  in  this 
directory  he  reported  at  once  to  the  Administrative  Assistant  in 
Charge  of  Operation  in  order  that  o-or  records  iray  he  nade  as  nearly 
accurate  as  possihle.    Likewise,  suggestions  concerning  its  contents 
or  irake-up  will  he  appreciated. 

Below  is  given  a  list  of  the  administrative  officers  and  the 
project  leaders  of  the  Bureau  whose  headquarters  are  in  TJashington. 
This  is  lEade  vp  in  line  with  the  chart  entitled  "Organization  of  the 
Bureau  of  Iviarkets"  which  acconjjanied  Memorandum  No.  Ilk,  dated  December 
1,  1517.    This  is  followed  by  the  list  of  branch  offices,  City  Com- 
mittees and  Operating  Committees,  arranged  alpha.be tically  by  cities, 
and  a  list  of  States  in  which  the  Bureau  is  carrj'ing  on  cooperative 
viTork. 


THE  WASHIITGTON  OFFICE 

Chief  of  Bureau,  Charles  J.  Brand 
Assistant  Chief,  Herbert  C.  I^Iarshall 
Supplies  and  Accounts,  P.  H.  Quinn 
Editor  and  Librarian,  Caroline  B.  Sherman 
Branch  of  Operation,  E.  V  Bailey 
Chief  Clerk,  C.  L.  Snow 

Stenographic  Section,  E.  J.  Dickson 
Time  Clerk,  C.  F,  Duvall 

Photographic  Section,  H.  C.  TTillcox,  Acting  in  Charge 
Assistant  Chief  Clerk  (Appointm.ents)  ,  F.  J.  Hu^es 
Telegraphic  Section,  T7.  C,  Ten  Eyck 
Reviewing  I.b,il,  M.  C.  Vance 
Technological  Assistant,  J.  F.  Barghausen 
Estimates  and  Special  Reports,  Cornelia  Lyne 
Addressing  and  Duplicating  Section,  H.  S.  Burton 
Mails  and  Files,  \1.  D.  Hobbs 

City  Marketing  and  Distribution,  G-.  V.  Branch 
♦Committee  on  Cotton  Distribution,  Charles  J.  Brand,  Chairrrsn  ' 

Conservation  of  Food  Products  in  Transit  and  Storage,  H.  J.  Esns^ 

Cooperative  Purchasing  and  Lfe.rketing,  C.  E.  Bassett 

Cotton  Futures  Act: 

Admdni  strati  on,  D.  S.  Murph 
Determination  of  Disputes,  and  Investigation 

of  Future  and  Spot  ]\fe.rkets,  G.  R.  Argo  ^ 
Preparation  and  Distribution  of  the 
Official  Cotton  Standards  ) 

Cotton  Handling  and  Liarketing  ) 

Cotton  Standards  Investigations  )  Fred  Taylor 

Cotton  Testing  ) 

Iferketing  Cotton  Seed  and  Its  Products) 

Cotton  Warehouse  Investigations  ) 

Administration  of  the  U.S.  warehouse  Act)  "^^ 


*(In  cooperation  with  United  States  War  Industries  Board,  B 


M.  Baruc 
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.  Cole 

W,  Thonipson 


More  and  Vi(\M.  Sect' 


George 
Livingston 


Dairy  Products  Marketing  Investigations)        ^  Pott' 
Market  News  Service  on  Dairy  Products    )     '  ' 
Direct  L4arketing,  Lewis  B.  Flohr 
Food  Supply  Investigations,  Charles  S. 
Food  Surveys  of  the  United  States)  q 
Rural  Organization  ) 
Foreign  I\1arketing  Investigations,  C.  W.  Mooiraw 
Grades  and  Standards  ) 
Inspection  of  Perishable  Foods  )  C.  T, 

Enforcement  of  the  Standard  Container  Act) 
Federal  Grain  S-c^^ervision: 

Infonration  and  Publications,  J.  F,  Wilmeth 

Licensing  and  Violations,  Arthur  Herger 

Appeals  and  Inspection  Procediure ,  E.  G.  Boerner 

Inspection  Efficiency ,  H.  J.  Besley 
Grain  and  Hay  A'larketing  Investigations,  Charles  S.  Cole] 
Grain  and  Hay  Reporting  Service,  Wm.  M.  King, 

Acting  in  Charge 
Grain  Standardization,  S.  A.  Regan,  Acting  in  Charge 
Live  Stock  and  Meats  Marketing  Investigations  ) 

Wool  J^rketing  Investigations,  G.  T.  T/illingiryre)  Louis  D.  Hall 
Market  Hews  Service  on  Live  Stock  and  Meats  ) 
Licensing  of  Stock  Yards  ) 
Ma.Tk.et  Business  Practice,  George  0.  Enapp,  Acting  in  Charge 
Market  Nev.'s  Service  on  Fruits  and  Vegetables) 

Market  S^jxveys,  Methods  and  Costs  )  Wells  A,  Shernan 

Motor  Transportation,  J.  H.  Collins  ) 

Market  Infonration  Assistant,  R.  W.  Green 

Milling  and  Baking  Investigations,  J.  H.  Shollenberger 

Fitrate  Distribution,  D.  S.  Muxph  and  G.  R.  Argo 

Seed  Marketing  Investigations)  nr    «    m,  -, 
c  ^,  13        4.-      o  s  W,  A,  Wheeler 

Seed  Reporting  Service  ) 

State  Cooperation  in  Marketing  Work,  J.  C.  Skinner 
Transportation  Division,  G.  C.  White 


BRANCH  OFFICES 

ATLAOTA,  GEORGIA 

City  Cornnittee: 

Chairiran,  K.  3.  Seeds 

Vice  Chairmn,  J.  W.  Bedford 

Clark,  A.C.  Shepherd,  319  Connally  Building 

Joint  Office  No.  1,  I7IO  Third  National  Bank  Building,  IV^rietta  and 

Broad  Streets,  Telephone  Ivy  UlJ-O. 

Operating  Coinnii tteet 

Chainran,  K,  B.  Seeds 

Vice  Chairiran,  Joseph  R.  McCleskey 

Head  Clerk,  J.  H.  Cain,  I7IO  Third  National  Bank  Bldg. 
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Federal  Grain  S-upervision:- 

In  Charge,  K,  B.  Seeds 

1710  Third  National  Bank  Building 

Telephone,  Ivy  ^176 

Registered  telegraphic  address, 
Grain  and  Hay; 

In  Charge,  Joseph  E.  McCleskey 

1710  Third  National  Bank  Bmlding 

Telephone,  Ivy  U176 

Registered  telegraphic  address, 

Seeds: 

In  Charge,  Janes  W.  Bedford 
1710  Third  National  Bank  Building 
Telephone,  Ivy  kll^ 
Registered  telegraphic  address, 

Joint  Office  No.  Z,  319  Connally  Building,  TThitehall  and  Alabana 
Streets,  Telephone 

Operating  Coirmittee: 

Chairman,  R.  G.  Hill 

Vice  Chairiran,  Charles  A.  Forrest 

Head  Clerk,  A.  C.  Shepherd,  319  Connally  Building 
Iferket  News  Service  -on  Fruits  and  Vegetables: 

In  Charge,  W.  G.  Thoupson 

UlU-4l6  Connally  Building 

Telephone,  t'Jain  27^3 

Registered  telegraphic  address.  Surveys  B-ijLreau  laarkets 
Inspection  of  Perishable  Foods: 
In  Charge,  T, .  H.  Beckham 
U05  Connally  Building 
Telephone,  I«Iain  857 
Registered  telegraphic  address, 
■    Conservation  of  Food  P ro duct s  in  Transit  and  Storage: 
In  Charge,  E.  G.  H'ill 

319  Connally  Building 
Telephone, 

Registered  telegraphic  address, 
Transportation  Division: 

In  Charge,  Charles  A.  Forrest 

320  Connally  Building 
Telephone, 

Registered  telegraphic  address, 

Marketing  Cotton  Seed  and  Its  Products  Branch  Office: 
In  Charge,  T.  C.  Medley 
239  Trust  Coriipaiiy  of  Georgia  Building 
Telephone , 

Registered  telegraphic  address, 
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BALTIMORE,  MftRYLAND 

City  Coirimittee: 
Ghairn-an, 
Vic 3  Cliairimn, 
Clerk, 

Joint  Office,  kll  Custom  House,  Telephone  St, Paul  U220. 

Operating  Committee t 

Chairman,  W.  E.  Harrison 

Vice  Chainran,  Samiuel  E.  Shreve 

Head  Clerk, 

Market  News  Service  on  Fruits  and  Vegetables; 
In  Charge,  W.  E.  Harrison 
^11  Custom  House 
Telephone,  St.  Paul  4220 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 

In  Charge,  Samuel  F.  Shreve 
kll  Custom  House 

Telephone,  St.  Paul  U220  Branch  25 
Registered  telegraphic  address, 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Lee  Gallaher 

6lO  Keyser  Building,  Geiroan  and  Calvert  Streets 
Telephone,  St.  Paul  2979 
Registered  telegraphic  address, 


BIRMINGHAM,  ALAMMA 

l^arket  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  George  S.  Black 

SOS-SIO  Jefferson  Comity  Bank  Building^  202$  Second.. Avenue  ..xue 
Telephone,  Main  5UU0 

Registered  telegraphic  address,  Surveys  Bureau  Markets 


BOSTON,  MASSACHUSETTS 

City  Committee: 

Chairman,  J.  C.  Gilbert 
Vice  Chairman,  F.  L.  Wallace 
Clerk,  Miss  Rose  E.  Kelley,  U07  Fidelity 
Trust  Building 

Joitit  Office,  ko6  Fidelity  Building,  lUS  State  Street,  Telephone  Richmond  32U( 

Operating  Committee: 

Chairman,  J.  C.  Gilbert 
Vice  Chairman,  A.  P.  Colbum 

Head  Clerk,  Miss  Rose  E.  Kelley,  Uo?  Fidelity  Trust  Building 
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Market  News  Service  on  Dairy  Products: 

In  Charge,  Aloert  S.  Loring 

kos  Fidelity  Building,  lUS  State  Street 

Telephone,  Richmond  32^40 

Registered  telegraphac  address. 
Market  News  Service  on  Fruits  and  Vegetables: 

In  Charge,.  J.  C.  Gilhert 

UoG  Fidality. Building,  lUS  State  Street 

Telephone,  Richmond. 

Registered  telegraphic  address.  Surveys  Bureau  Markets 
Inspection  of  Peri shable  Foods: 

In  Charge,  C.  E.  Merrill 
.       U05  Fidelity  Building,  lUS  State  Street 

Telephone,  Richmond,  32U0 

Registered  telegraphic  address, 
Market  News  Service  on  Live  Stock  and  Meats: 

In  Charge,  ?/.  C,  Phillips 

UC7  Fidelity  Building,  lU3  State  Street 

^Telephone,  Richmond  639  • 

Registered  telegraphic  address,  Livestock  Bureau  Markets 
City  Marias  ting  and  Distribution: 

In  Charge,  A.  P.  Colbum  I 
■  hoi  Fidelity  Trust  Building,  ikS  State  Street 
Telephone,  Richmond  32^40 
Registered  telegraphic  address. 

Federal  Grain  Supervision  Branch  Office.:  : 
In  Charge,  Fred  L.  Wallace 
llUo  Oliver  Building,  Milk  Street 
Telephone,  Fort  Hill  3391 
Registered  telegraphic  addressj 


BRIDGEPORT,  COl^NECTICUT 

City  Marketing  and  Distribution  Branch  Office: 
In  Charge,  Harold  S.  Schwenk 

61U  First  National  Bank  .Building,  886  Main  Street 
Telephone,  Noble  250  ' 
Registered  telegraphic  address, 

BUFFALO,  NE77  YORK 

City  Committee: 
Chairman, 
Vice  Chairman', 
Clerk, 

Joint  Office,  232  Post  Office  Building,  33  Putnam  Street,  Telephone. 
■  ■      '  Seneca  2kSS 
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Operating  Coirinii  ttee: 

Ghainran,  George  E.  Engels 

Vice  Ghainran,  D,  J.  Flanagan 

Head  Clerk, 
Inspection  of  Perisba"ble  Foods: 

In  Charge,  G-ecrge  E.  Engels 

232  Post  Office  Building,  33  Putnam  Street 

Telephone,  Seneca  2US9 

Registered  telegraphic  address.  Surveys  Bureau  Markets 
Market  Faws  Service  on  Fruits  and  Vegetables: 
la  Chai-ge,  George  E.  Engels 
232  Post  Office  Building,  33  Putnam  Street 
Telephone,  Seneca 

Registered  telegraphic  address,  Surveys  Bureau  Ivlarkets 
Motor  Transt)ortation: 

II—.—  ,.— 

In  Charge,  B.  J.  Flanagan 

232  Post  Office  Building,  33  Putnam  Street 

Telephone,  Seneca  2US9 

Registered  telegraphic  address,  Surveys  Bureau  Markets 

Federal  Grain  Sijpervision  Branch  Office: 
In  Charge,  John  T.  Cavanagh 
98  Dun  Building,  Pearl  and  Sv\/an  Streets 
Telephone,  Seneca  5^52 
Registered  telegraphic  address, 


BUTTE,  xMONTAM 

Ivfe,rket  Hews  Service  on  Fri.iits  and  Vegetables  Branch  Office: 
xn  Uharge,  Jj  .  J.  Case 

k2S  Rial  to  Building,  Main  and  Park  Streets 
Telephone,  569 

Registered  telegraphic  address.  Surveys  Bureau  Markets 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  L.  J.  Case 

kZZ  Rial  to  Building,  Miain  and  Park  Streets 
Telephone  5^9 

Registered  telegraphic  address,  Surveys  Bureau  Markets 


CAIRO,  ILLBTOIS 

Federal  Grr-^ln  Supervision  Branch  Office: 
In  Charge,  Asa  B.  Parker 
Room  6,  Post  Office  Building 
Telephone 

Registered  telegraphic  address. 
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CHICAGO,  ILLINOIS 

City  Connnittse: 

Chairman,  H.  P.  Henry 
Vice  Chairman,  C.  F.  Wood 
Clerk, 

Joint  Office  No.  1,  905  City  Hall  Sqiaar^  Building,  139  l^orth  Clark  Street, 

Telephone  Majestic  S520 

Operating  Committee:  ^ 
Chairman,  H.  P,  Henry 
Vice  Chairman,  W.  H.  Grell 

Head  Clerk,  2dwardP.  Lemott,  905  City  Hall  Sq-uare  Eldg., 
139  North  Clark  St. 
Inspection  of  Perishable  Foods: 
In  Charge,  H.  P.  Henry 

905  City  Hall  Square  Building,  I39  ITorth  Clark  Street 
Telephone,  K^jestic  8520 
Registered  telegraphic  addrass, 
City  Marketing  and  Distribution: 

In  Charge,  Harvey  E.  Larsen 

S05  City  Hall  Square  Building,  I39  North  Clark  Street 
Telephone,  Majestic  :S520 
Registered  telegraphic  address. 
Market  News  Service  on  Fruits  and  Vegetables: 
In  Charge,  W.  H.  Hall 

903-9O8  City  Hall  Square  Building,  I39  North  Clark  Street 
■   Telephone,  Ivfejestic  8520-8521 

Registered  telegraphic  address,  Surveys  Bureau  Idarkets 
I^rket  News  Service  on  Dairy  Products: 
In  Charge,  W.  H.  Grell 

905-06  City  Hall  Sqmre  Building,  I39  North  Clark  Street 
Telephone,  Majestic  8520 
Registered  telegraphic  address, 

Joint  Office  No.  2,  Administration  Building,  Union  Stock  Yards,  Telephone 

Drover  6656 

Operating  Comnittee: 

Chairman,  S.  W.  Doty 

Vice  Chairman,  John  J.  Stevens 

Head  Clerk,  I.  W.  Pew,  Administration  Bldg.  ,  Union  Stock  Yards 
Ivlarket  News  Service  on  Live  Stock  and  Meats: 
In  Charge,  S.  W.  Doty 

Administration  Building,  Union  Stock  Yards 
Telephone,  Drover  6656 

Registered  telegraphic  addrass,  Livestock  Bxireau  Markets 
Transportation  Division: 

In  Charge,  John  J,  Stevens 
Administration  Building,  Union  Stock  Yards 
Telephone,  Boulevard  SUUi 
RegistQr94.  talagrajihic  address. 
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Federal  Grain  Snpervision  Branch  Office: 
In  Cnarge,  Wm.  P.  Carroll 

97U  Continental  and  Commercial  Bank  Bldg. ,  20S  South  LaSalle  Street 
Telephone,  Harrison  U7OO 
Registered  telegraphic  address, 

Grain  and  Hay  Reporting  Service  Branch  Office: 
In  Charge,  H.  L.  BoWen 

59  Board  of  Trade  Building,  ikl  West  Jackson  Boulevard 
Telephone,  Harrison,  U70O  -  Local  I90 
Registered  telegraphic  address. 

Seed  Reporting  Service  Branch.  Office: 
In  Charge,  C.  F.  Wood 

59  Board  of  Trade  Building,  lUi  Vifest  Jackson  Boulevard 
Telephone, 

Registered  telegraphic  address, 


CINCIMATI ,  OHIO 

City  Coirmittee: 
-    .  ■  ■     Chairnan,  W.  H.  McMm'trey 

Vice  Chairnan,  H.  E.  Kramer 

Clerk,  H.  A.  Harlow,  210  Johnston  Building 

Fifth  between  Walnut  and  Vine  Streets 

Joint  Office,  205  Johnston  Building,  Fifth  "between  Walnut  and  Vine, 

Telephone,  Main  1015  -  Main  U3S6 

Operating  Committee: 

Chairman,  J.  J.  Ahearn. 
Vice  Chairman, 

Head  Clerk,  George  B.  Wenning,  20S-209  Johnston  Building, 
Fifth  between  Walnut  and  Vine 
Market  News  Service  on  Frui ts  and  Vegetables: 
In  Charge,  J.  J.  Ahearn 

2O8-209  Johnston  Building,  Fifth  between  Walnut  and  Vine  Streets 
Telephone,  Main  lOlS  -  IJhin  U3S6 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Peri shable  Foods: 
In  Charge,  R.  C.  Butner 

209  Johnston  Building,  Fifth  and  Walnut  Streets 
Telephone,  I^in  kjiSS 

Registered  telegraphic  address, 
Federal  Grain  Supervision: 

In  Charge,  Warren  H.  McIVEurtrey 

210  Johnston  Building,  Fifth  and  Walnut  Streets 
Telephone,  Main  3U03 

Registered  telegraphic  address. 


CLEVELAITD;  OHIO 


City  Comnlttaa: 
ChaiinB.li, 

Vice  Ghaiman,  H.  S.  Prtie 
.  Clerk,  Miss  Lydia  E.  Frey,  503  Erie  ^-ailding, 
East  ITinth  Street  &  Prospect  Aven^je 

Joint  Office,  503  Erie  Building,  East  Ninth  Street  and  Prospect  Avenue, 

Telephone/  Prospect  632  -  Central  7524 

Operating  Comnittee: 

Ghaiman,  W.  P.  Johnson 
Vice  Chairman, 

Head  Clerk,'  Miss  Lydia  E.  Frey,  503  Erie  Building, 
East  Ninth  Street  &  Prospect  Avenue 
Market  News  Service  on  Fruits  and  Yegetahles: 
In  Charge,  W.  P.  Johnson 

503  Erie  Building,  East  Ninth  Street  and  Prospect  Avenue 

Telephone,  Prospect  632  and  Central  752^ 

Registered  telegraphic  address.  Surveys  Bureau  Markets 

Inspection  of  Perishahle  Foods: 

In  Charge,  Paul  W.  Bomes 
:  503  Erie  Building,  East  Ninth  Street  and  Prospect  Avenue 

Telephone,  Prospect  632  and  Central  752U 
Registered  telegraphic  address, 
•  City  Marketing  and  Distribution; 

In  Charge,  Dolph  Berli 

503  Erie  Building,  East  Ninth  Street  and  Prospect  Avenua 
Telephone,  Prospect  632  and  Central  752U 
Registered  telegraphic  address, 
Motor  Transportation: 

In  Charge,  W.  J.  Watjen 

503  Erie  Building,  East  Ninth  and  Prospect  Avenue 

Telephone,  Prospect  632  and  Central  752U 

Registered  telegraphic  address.  Surveys  Bureau  iJarksts 

Federal  &rain  Supervision  Branch  Office: 
In  Charge,  Harry  F.  Prue 
709  Illu-ninating  Building 
Telephone,  Msiin  1U16 ' 
Registered  telegraphic  address, 


COLUMBUS,  OHIO 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  W.  H.  Mosier 

303  Martlin  Building,  7I  East  State  Street 
Telephone,  Main 

Registered  telegraphic  address.  Surveys  Bureau  ilarkets 
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DALLAS,  TEXAS 

Marketiilg  Cottoil  Seed  and  tts  Products  Branch  Officer 
In  Charge,  Lawrence  Mason 
130s  Southwestern  Life  Instirance  Building. 
Telephone,  IVIain  6306 
Registered  telegraphic  address, 


DENVER,  COLORADO 

City  CoTimittee; 

Chairman,  J.  Dykes 
Vice  Chairman,  E.  A.  Hill 

Clerk,  Miss  M.  S,  Banks,  500  Cooper  Building, 
17th  and  Curtis  Streets 

Joint  Office  No.  1,  26  Custom  House  Building,  l6th  and  Arapahoe  Streets, 

Telephone,  Champa  3237 

Operating  Committee: 

Chairman,  S.  L.  Sweet 

Vice  Chairman,  Ralph  B.  Grahill 

Head  Clerk,  Mrs.  M.  D.  Ihvip,  26  Custom  House, l6th  &  Arapahoe  Sts. 
Market  News  Service  on  Frui ts  and  Vegetables: 
In  Charge,  Stmrt  L.  Sweet 
26  Custom  House,  l6th  and  Arapahoe  Streets 
Telephone,  Champa  3237 

Registered  telegraphic  address,  Surveys  Bureau  J/fe-rkets 
Inspection  of  Perishable  Foods: 

In  Charge,  Howard  E.  Kramer 

12  Custom  House,  l6th  and  Arapahoe  Streets 

Telephone, 

Registered  telegraphic  address. 
City  Marketing  and  Distribution: 

In  Charge,  Ralph  B.  Grabill 

26  Custom  House,  l6th  and  Arapahoe  Streets  ■ 

Telephone,  Champa  3237 

Registered  telegraphic  address, 

Joint  Office  No.  2,  Cooper  Building,  17th  and  Curtis  Streets, 

Telephone , 

Operating  Committee: 
Chairman, 

Vice  Chairman,  E.  A.  Hill 

Head  Clerk,  Miss  M.  S.  Banks,  500  Cooper  Bldg.,17th  &  Curtis  Sts. 
Federal  Grain  Supervision: 

In  Charge,  Ephraira  A.  Hill 

509  Cooper  Building,  17th  and  Curtis  Streets 
Telephone,  Champa  51^ 
_  Registered  telegraphic  address. 
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Seed  Reporting  Service: 

In  Charge,  John  W.  Eykes 

5OO-503  Cooper  Building,  lyth  and  Curtis  Streets 
Telephone, 

Registered  telegraphic  address, 

Market  News  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  R.  E,  Reynolds 
21U  Live  Stock  Exchange,  Stock  Yards 
Telephone,  Chanpa  2987 

Registered  telegraphic  address,  Livestock  Bureau  Iv^rkets 


EES  MOINES,  low 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  Clyde  H.  Heard 

215  U.  S,  Court  House,  ^th  and  Mtilberry  Streets 
Telephone,  Walnut,  10 70 

Registered  telegraphic  address,  Surveys  Bureau  Markets 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  Clyde  H.  Heard 

215  U.  S.  Court  ^ouse,  5th  and  Mulberry  Streets 
Telephone,  Walnut  10 70 

Registered  telegraphic  address,  Surveys  Bureau  Markets 


DETROIT,  MCHIGAN 

City  Committee: 

Chairman,  Frank  A.  L.  Bloom 
Vice  Chairnan,  John  H.  Frazier 
Clerk,  Alger  M.  Clark,  605  Detroit  Free 
Press  Building 

Joint  Office,  31^316  Hammond  Building,  Griswold  and  Ford  Streets, 

..    Telephone  Cadillac  2113  and  Cherry  0836 

Operating  Committee:  .:■ 
Chairman,  T,  C.  Bushfield 
Vice  Chairman,  Frank  A.  L.  Bloom 

Head  Clerk,  Miss  Ruth  Durfee,  31U-316  Hammond  Building, 
Griswold  and  Ford  Streets. 
I^rket  News  Service  on  Fruits  and  Vegetables: 
In  Charge,  T.  C.  Bushfield 

31^-316  Haranond  Building,  Griswold  and  Ford  Streets 

Telephone,  Cadillac  2113;  Cherry  0S36 

Registered  telegraphic  address,  Surveys  Bureau  I^larkets 
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Inspection  of  Perishable  Foods: 

In  Charge,  Frank  A.  L.  Bloom 

Hammond  Building,  Grisv;old  and  Ford  Streets 
Telephone,  Cherry  6S36;  Cadillac  2113 
Registered  telegraphic  address, 

Federal  Grain  Strpervision  Branch  Office: 
In  Charge,  Ralph  W.  Taylor 
605  Detroit  Free  Press  Building 
Telephone 

Registered  telegraphic  address, 


DULUTH,  MINNESOTA. 

Federal  Grain  Si^jervision  Branch  Office: 
In  Charge,  P.  J.  Brittain 

Rooms  1-U,  Sherwood  Building,  3IS-32O  West  First  Street, 
Telephone,  Melrose  5SS5 
Registered  telegraphic  address, 


.    FARGO,  NORTH  MKOTA 

Market  News  Service,  on  Fruits  and  Vegetables  Brancli  Office: 
In  Charge,  0.  J.  McDonald. 
Hook  Building,  619  Second  Avenue  North 
Telephone,  3236 

Registered  telegraphic  address,  Surveys  Bureau  Ma.rkets 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  0.  J.  McDonald 
Hook  Building,  619  Second  Avenue  North 
Telephone,  3236 

Registered  telegraphic  address.  Surveys  Bureau  Jfe-rkets 

FT.  WORTH,  TEXAS 

City  Committee: 

Chairman,  L.  G.  Schulte 
Vice  Chairman,  J.  W,  Jennings 
Clerk,  Miss  Alice  E.  Pulliam,  506-508  Moore 
■  Building,  10th  and  Main  Streets 

Joint  Office  No.  1,  Moore  Building,  10th  and  Main  Streets/ 

Telephone, 

Operating  Committee:  .     '  . 

Chairman, 
Vice  Chairman, 
Head  Clerk,  • 
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Market  Nev/s  Service  on  Frai ts  and  Vegeta"bles: 
In  Charge,  Willis  C.  Russell 
506-5OS  Moors  Building,  10th.  and  Main  Streets, 
Telephone,  Lanar  7102 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 

In  Charge,  L.  G,  Schultz 

505  Moore  Building,  10th  and  Main  Streets 

Telephone,  Lanar  7102 

Registered  telegraphic  address, 
Transportation  Division: 

In  Charge,  Unassigned 

Room  505,  Moore  Building,  10th  and  Ivlain  Streets 
Telephone,  Laicar  7102 
Registered  telegraphic  address, 

Joint  Office  No.  2,  Live  Stock  Exchange  Building,  Telephone 

Operating  Commi ttee: 
Chairman, 
Vice  Chairman, 
Head  Clerk, 

Market  ITe^'/s  Service  on  Live  Stock  and  Meats: 
In  Charge,  C.  A.  Burmeister 
203- 20 U  Live  Stock  Exchange  Building 
Telephone,  Prospect  7^2 

Registered  telegraphic  address,  Livestock  Bureau  J.!arkets 
Grain  and  Hay  Market  Reporting  Service: 
In  Charge,  E.  E.  Elliott 
205  Live  Stock  Exchange  Building 
Telephone,  Prospect  537 
Registered  telegraphic  address, 

Federal  Grain  S-u^jervision  Branch  Office: 
In  Charge,  James  B.  Wallace 
511  First  National  Bank  Building 
Telephone,  La.ua.x  3311 
Registered  telegraphic  address, 


'  •  ■■  '  GM.VESTON,  TEXAS 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Herbert  L.  Binkley 
222  Security  Building 
Telephone,  2632 

Registered  telegraphic  address, 

GREELEY,  COLOPACO 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  Herbert  E.  Munger 
21U  Post  Office  Building 
Telephone, 

Registered  telegraphic  address,  Surveys  E'oreau  Markets. 
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HARTFORD,  COMECTICUT 

City  Marketing  and  Distribution  Branch  Office.* 
In  Charge,  Ernest  J.  ivlaynard 
He  Lewis  Street 
Telephone,  Charter  96II 
Registered  telegraphic  address, 


HOUSTON,  TEXAS 

Operating  Conmaittes: 
Ghainran, 
Vice  Chainran, 
Head  Clsrk, 

ly^rket  News  Service  on  Fruits  and  Vegetables: 
In  Charge,  R.  S.  L-umbard 
307-305  Southern  Pacific  Building,  Franklin  and  Travis  Streets 
Telephone,  Preston  3123 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 

In  Claarge,  Vernon  V.  West^te 
307  Southern  Pacific  Building 
Telephone,  Preston  U595 
Registered  telegraphic  address, 


INDIANAPOLIS,  INDIANA 

City  Committee: 

Chairiran,  E.  D.  McNulty 
Vice  Chairman,  R.  B.  Woolsey 
Clerk, 

Operating  Committee:  ' 
Chairman, 
Vice  Chairman, 
Head  Clerk, 

Market  News  Service  on  Fruits  and  Vegetables; 
In  Charge,  E.  D.  McNulty 

1102-03  City  Trust  Building,  Market  «S:  Delaware  Streets 
Telephone,  Main  68U9 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 
In  Charge,  Harry  Arenz 

1102-03  City  Trust  Building,  Iferket  &  Delav/are  Streets 
Telephone,  Main  SzkS 
Registered  telegraphic  address, 
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Federal  Grain  S\5)ervision   Branch  Office: 
In  Charge,  Ealph  B.  Woolsey 
say  Board  of  Trade  Building 
Telephone,  Main  2322 
Registered  telegraphic  address, 


JACKSONVILLE,  FLORIM  , 

Operating  CoTrani  tteet 
ChaizTsan, 
Tice  Chaiman, 
Head  Clerk, 

Market  News  Service  on  Fruits  and  Vegetables: 
In  Charge,  D.  W.  Hadsell 

907-911  Bisbee  Building,  Ul-l+3  Forsyth  Street 
Telephone,  Bell  769O 

Registered  telegraphic  address,  Surveys  Bureau  I-iarket^ 
Inspection  of  Perishable  Foods: 

In  Charge,  C.  W.  Chewning 
909  Bisbee  Building 
Telephone,  Bell  7690 
Registered  telegraphic  address, 


KANSAS  CITY,  MISSOURI 

City  Cornnittee: 

Chairnan,  Sam  H.  Ray 

Vice  Chairman,  E.  L.  Morris 

Clerk, 

Joint  Office  No.  1,         Postal  Telegraph  Building,  8th  and  Dela'.vare  Streets, 

Telephone 

Operating  Cornnittee: 

Chairman, 

Vice  Chairman, 

Head  Clerk, 
Federal  Grain  Supervision; 

In  Charge,  Rutherford  T.  Miles 

310  Postal  Telegraph  Building,  8th  and  Tslaware  Streets 
Telephone,  Main  U616 
Registered  telegraphic  address, 
Grain  Standardisation: 

In  Charge,  J.  D.  Morgan 

303  Postal  Telegraph  Building,  Sth  and  Delaware  Streets 
Telephone, 

Registered  telegraphic  address » 
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Grain  and  Hay  Reporting  Service: 
In  Charge,  C.  P.  IVIartin 

302  Postal  Telegraph  Building,  Sth  and  Delaware  Streets 
Telephone,  Main  U157 
Registered  telegraphic  address, 
Seed  Reporting  Service; 

In  Charg?-.,  G.  Fred  Kellogg 

302  Postal  Telegraph  Building,  8th  and  Delaw^i-re  Streets 
Telephone,  Main  4157 
Registered  telegraphic  address, 

Joint  Office  No.  2,  Railway  Exchange  Building,  7th  and  Walnut  Streets, 

Telephone, 

Operating  GoEmittee; 
CliaiiTran, 
Vice  Chairman, 
Head  Clerk, 

"   ^^^9^  Hews  Service  011  Fruits  and  Vegetables t 
In  Charge,  Jared  H.  Thona.s 

212-21^4.  Railway  Exchange  Building,  7th  and  ITalmit  Streets 
Telephone,  yh.in  2lk2 

Registered  teile^raphic  address,.  Surveys  Bureau  Markets 
Inspection  of  PorishaTpl-a  Foodj: 

In  Charge,  L.  J,  '^^lahL^&T 

212  Railway  Exclis-ng?-.  Branding,  7'^^  ^.nd  Walnut  Streets 
Telephone,  Ifein  2142 
Registered  telegraphic  address. 

Market  News  Service  on  L^ve  Stock  and  Meats  Branch  Office: 
In  Charge,  Sam  H.  Ray 
96U  Live  Stock  Exchange  Building 
Telephone,  JVIain  I5U7 

Registered  telegraphic  address,  Livestock  Bureau  Markets 


LANCAS'TER,  PSM3YL7A1TIA 

Market  News  Service  on  Live  Stock  and  Mea.ts  Branch  Office: 
In  Charge,  C.  E.  Brashear 
53^  Woolworth  Building 
Telephone,  Lancaster  26Ug  (Bell) 

Registered  telegraphic  address,  Livestock  Bureau  Markets 


LAWRENCE,  MA.SSACKUSETTS 

City  i»Ia.rketing  and  Distribution  Branch  Office: 
In  Charge,  No  assignment 
8O3  Bay  State  Building,  Essex  Street 
Telephone  kkZO 

Regrstered  telegraphic  address, 
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LOS  ANGELES,  CALIFORNIA 

City  Committee:  ♦ 
Chairman,  F.  P.  Allen 
Vice  Chairman,  H.  H,  IBamer 

Clerk,  Miss  Ruth  Fouts,  701  International  Bank  Bldg. 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 

District  Representative  on  Pacific  Coast,  0.  W.  Schleussner, 

ZOS  Wholesale  Terminal  Bldg.  1304  East  7th  St. 
In  Charge  Local  Office,  H.  H.  Warner 

20U-20S  Wholesale  Terminal  Office  Bldg.,  I30U  E^st  7th  Street 
Telephone,  Pico  369I 

Registered  telegraphic  address.  Surveys  Bureau  Markets 

Inspection  of  Perishable  Poods  Branch  Office: 

Sij^iervising  Inspector,  0,  ¥.  Schleussner, 

206  Wholesale  Terminal  Bldg.  I30I+  East  7th  St. 
In  Charge  Local  Office,  H.  H.  Warner 

206, Wholesale  Terminal  Office  Bldg.,  130I+  East  7th  Street 
Telephone,  Pico  369 1 

Registered  telegraphic  address,  Surveys  Bureau  Markets 

Market  News  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  F.  P.  Allen 
701  International  Bank  Building 
Telephone,  Pico  1U63 

Telegraphic  address,  Livestock  Bureau  Markets 


LOUISVILLE,  KENTUCKY 

Federal  Grain  S-upervision  Branch  Office: 
In  Charge,  R.  E.  Saunders 
27  Board  of  Trade  Building 
Telephone,  Main  I97U 
Registered  telegraphic  address, 

MEMPHIS,  TENNESSEE 

City  Committee: 
Chairman , 
Vice  Chairman, 
Clerk, 

Joint  Office,         Exchange  Building,  Madison  and  Second  Streets, 

Telephone, 
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Operating  CogicDittee: 
ChairnBn, 
Vice  Chairman, 
Head  Clerk, 

Market  News  Service  on  Fruits  and  Vegetables; 
In  Charge,  J.  Harold  Hoover 

6OI-603  Exchange  Building,  Madison  and  Second  Streets 
Telephone,  Ifein  796 

Registered  telegmphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 

In  Charge,  J.  Harold  Hoover 

60I-603  Exchange  Building,  Madison  and  Second  Streets 
Telephone,  Main  ,796 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Federal  Grain  Stqpervision: 

In  Charge,  Ed.  Keiser 

^3  Exchange  Building,  Madison  Avenue  and  Second  Streets 
Telephone,  Main  223 U 
Registered  telegraphic  address, 

Cotton  Handling  and  Marketing  Branch  Office: 
In  Charge,  No  assignment 
lOOS-09  5'alls  Building, 
Telephone, 

Registered  telegraphic  address^ 


MILWAUKEE,  WISCOITSIN 

Federal  Grain  Supervision    Branch  Office: 
In  Charge,  John  H.  Edwards 
513  Wells  Building,  122  Wisconsin  Street 
Telephone,  Main  1100 
Registered  telegraphic  address. 


MINHEAPOLIS,  MINNESOTA 

City  Coirniitteei 

Chainnan,  R.  C.  Miller 

Vice  Chairman,  Fred  H.  Hunter 

Clerk, 

Joint  Office  No.  1,      Flour  Exchange  Building,  Telephone, 

Operating  Committee:' 
Chainran , 
Vice  Chairman, 
Head  Clerk, 
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Federal  Grain  Supervision'.  ■•*'"-■    •     -  - 

In  Charge,  R.  C  Miller 

326  Floiar  Exchange  Building 

Telephone,.  Nicollet  209I;  Autoiiatic  3^311 

Registered  telegi^pMc- Address,  : -_. 

Grain  and  Hay  Reporting  Service:  ' 

In  Charge,  R.  B.  Sndth      -'^  . 

320.;Flour  Exchange  Building 

Telephone,  Nicollet  lo6o 

Registered  telegraphic  address,.  ■ 
Seed  Reporting  Service:        "  ' 

In  Charge,  .  .. 

,        320  Flour  Exchange  Building  ■ 
Telephone,  '   ^  ^^-..^  . 

Registered  telegraphic  address',  ' 

Joint  Office  No.' 2,  302  Market  State  Bank  Building,  Second  Avenue  North 

and  7th  Streets,  Telephone,  Nicollet  U5CS; 
Cedar  79 i^- 

Operating  Cornml  ttee: 

C'nainran,  C.  L.  Pier 
Vice  Chairman,  B.  Jelinek 
Head  Clerk, 

Market  News  Service  on.  Fruits  and  Tegetahles: 
In  Charge,  Benjamin  Jelinek 

302-303  Market. State  Bank  Bldg.  ,  Second  Ave.  North  and  7th  Sts. 
Telephone,  Nicollet '^50S;  Cedar  J^k 

Registered  telegraphic  address,  Surveys  Bar eau  Markets 
Inspection  of  Perisha>)le  Foods:         '.  ' 

In  Charge,  F.  .H.  Hunter  •  .  J?: 

302  Market  State  Bank  "Bldg.  , Second  Avenue;  North  and  fth  Sts. 

Telephone,  Nicollet  U5O8 

Registered  telegraphic  address, 
Market  News  Service  on  lairy  Products: 

In  Charge,  C.  L.  Piex   

.  302  Market  State  Bank  BligV ; Second  Avenue  North  and  7th  Sts. 

Telephone,  Nicollet  4503;  Cedar  79.U 

Registered  .telegraphic  address,  . 
Transportation  Division:  , 

In  Charge,  Walter  H.  Selkel  . 

302  Market  State  Bank  Bldg. ', Second  Avenue  North  and  7th  Sts. 
Telephone,  Nicollet  f+50S;  Cedar  79U 
Registered  telegraphic  address, ' 


NASHVILLE,  TENNESSEE 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  R.  C.  Mill 

8O7  Independent  Life  Building,  5th  Avenue  and  Church  Street 
Telephone,  Main  2690 
Registered  telegraphic  address, 
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MTIOML  STOCK  YARDS,  ILLINOIS 
(Sea  St.  Louis,  Missouri) 


NEW  H&VEH,  COMECTICUT 

City  MarlsBting  and  Distrilmtion  Branch  Office: 
In  Charge,  H.  Brace  Price 
321  Chamber  of  Commerce,  125  Chiorch  Street 
Telephone,  Liberty  3203 
Registered  telegraphic  address, 


Wm  ORLEANS,  LOUISIANA. 

City  Conmitte©: 
Chainran, 
Vice  Chainaan, 
Clerk, 

Joint  Office,  Metropolitan  Bank  Building,  Camp  and  Poydras  Streets, 

Telephone, 

Operating  Committee: 
Chairman, 
Vice  Chairrcan, 
Head  Clerk, 

Market  News  Service  on  Fruits  and  Vegetables: 
In  Charge,  F.  H.  Lister, 

31U-315  Metropolitan  Bank  Bldg. ,  Camp  and  Poydras  Streets 
Telephone,  Main  3173 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 

In  Charge,  Frank  H,  Lister 

31^  Metropolitan  Bank  Bldg. ,  Camp  and  Poydras  Streets 
Telephone,  Main  317S 

Registered  telegraphic  address,  Surveys  Bureau  I*4arkets 
Federal  G-rain  Supervision; 

In  Charge,  E.  H.  Linzee 

503  Metropolitan  Bank  Bldg.,  Camp  and  Poydras  Streets 
Telephone,  Main  313I 
Registered  telegraphic  address, 
Grain  Standardization: 

In  Charge,  0.  H.  Bennett 

503  Metropolitan  Bank  Bldg.,  Camp  and  Poydras  Streets 
Telephone,  Main  313I 
Registered  telegraphic  address. 

Cotton  Futures  Branch  Office: 
In  Charge,  F.  W.  Knight 
Room  307,  Abraham  Building 
Telephone,  Main  55i 
Registered  telegraphic  address, 
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YORK,    NEW  YORK 

City  Committee: 
Chaiiman, 
Vice  Chairnan, 
Clerk, 

Joint  Office,  U0O-U16  Fruit  Trade  Building,  20^+  Franklin  Street, 

Telephone,  Franklin  2650 

Operating  C  omit  tee: 

ChairiEan,  A.  Dexter  Gail,  Jr. 
Vice  Chairman,  John  P.  Mead 

Head  Clerk,  P.  L.  Gray,  UOO  Fruit  Trade  Bldg.  ,  20k  Frarilin  St 
Market  Hews  Service  on  Fruits  and  Vegetables: 
In  Charge,  A.  Dexter  Gail,  Jr. 
U0O-U16  Fruit  Trade  Bldg. ,  20U  Franklin  Street 
Telephone,  Franklin  265O 

Registered  telegraphic  address.  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods: 
In  Charge,  E.  L.  Markell 

Ull  Fruit  Trade  Bldg.,  20U  Franklin  Street 
Telephone,  Franklin  2650 
Registered  telegraphic  address, 
Marke t  News  Service  on  Live  Stock  and  Meats: 
In  Charge,  J.  P.  Mead 
^  iJ09  Fruit  Trade  Bldg.,  20U  Franklin  Street 
Telephone,  Franklin  265O 

Registered  telegraphic  address,  Livestock  Bureau  Markets 
Market  News  Service  on  Dairy  Products: 
In  Charge,  A.  C.  Dingwall, 
^9  Fruit  Trade  Bldg.,  2oU  Franklin  Street 
Telephone,  Franklin  265O  -  Extension  I3 
Registered  telegraphic  address, 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Laurel  Duval 

Room  1607  Lord's  Court,  27  William  Street 
Telephone,  Broad  U27I+ 
Registered  telegraphic  address. 


NORTH  PORTLAND,  OREGON 
(See  Portland,  Oregon) 
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OKLAHOMA.  CITY,  OKUHOMA. 

City  Committee;, 

Chairraan,  W.  B.  Walksr 
Vice  Chairman,  W.  D.  Mathews 
Clerk,  John  R.  Lee,  1206  Colcori  Building, 
Telephone,  Faple 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  W.  B.  Walker' 
1206-1207  Colcord  Building 
Telephone,  Maple  3i+5U 

Registered  telegraphic  address,  Surveys  Bureau  Markets 

Inspection  of  Perisiiable  Foods  Branch  Office: 
In  Charge,  W.  B.  Walker 
1206-1207  Colcord  Building 
Telephone,  Maple 

Registered  telegraphic  address,  Surveys  Bureau  I*fe.rkets 

Federal  Grain  S-ugjervision  Bramch  Office: 
In  Charge,  Wayne  D.  Mathews 
502  Patterson  Building,  320  West  Main  Street 
Telephone,  Walnut  22s5 
Registered  telegraphic  address. 


Omm,  IffiBRASKA. 

City  Conmittee: 

Chairman,  B.  B.  Jones 

Vice  Chairmn,  Walter  Fowler 

Clerk,  Evelynn  R.  Walker,  U37  Keeline  Building, 
Telephone,  Douglas  kkoo 

Lferket  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  B.  B.  Jones 

U37  Keeline  Building,  17th  and  Harley  Streets 
Telephone,  Douglas  kkoo 

Registered  telegraphic  address,  Surveys  Bureau  Markets 

Inspection  of  Perishable  Foods  Branch  Office: . 
In  Charge,  B.  B.  Jones 

U36  Keeline  Building,  17th  and  Harley  Streets 
Telephone,  Douglas  kUoO 

Registered  telegraphic  address,  Surveys  Bureau  Rferkets 
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federal  Grain  S-ucpervision  Branch  Office: 
In  Charge,  Walter  Fowler 

73s  Brandeis  Building,  l6th  and  Douglas  Streets 
'  ■   Telephone,  Tyler  2632 

Registered  telegraphic  address, 

Market  News  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  E.  H.  Schroer 
.  Vacek  Building,  U930  -  24th  Street  South 
Mail:  Box  izk 
Telephone,  South  kzlG 

Registered  telegraphic  address.  Livestock  Bureau  I^arkets 


PEORIA,  ILLINOIS 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  James  A.  LeRoy 
509  Lehnann  Building 
Telephone,  Main  6152 
Registered  telegraphic  address. 


PHILAEELPHIA,  PENNSYLVANIA 

City  Cocmittee;  •. 
Chairiran,  Edward  Mi.  Seifert,  Jr.  '  • 
Vice  Chairman, 
Clerkj  - 

Joint  Office,  3OS  Bours©  Building,  htla  and  ^th  bet.  Ludlow  and  Kanstead, 

Telephone,  Lomhard  ^57^ 

Operating  Committees  • 
Chainnan,  Edward  M.  Seifert,  Jr. 
Vice  Chairman, 
Head  Clerk 

Market  News  Service  on  Live  Stock  and  Meats; 
In  Charge,  James  K.  Wallace 

311  BoTvse  Bldg. ,  Uth  and  5th  bet.  Ludlow  and  Eanstead  Sts. 
Telephone,  Lombard  ^573 

Registered  telegraphic  address.  Livestock  Bureau  Markets 
Market  News  Service  on  Eruits  and  Vege tables: 
In  Charge,  Edward  M.  Seifert,  Jr. 

30s  Bourse  Bldg.,  kth.  and  5th  bet.  Ludlow  and  Eanstead 
Telephone,  Lombard  457^+ 

Registered  telegraphic  address,  Sxirveys  Bureau  IVbrkets 
Inspection  of  Perishable  Foodst 
In  Charge,  R.  J.  Russell 

308  Bo-urse  Bldg.,  ..Hth;  and  5th  bet.  Ludlow  and  Bans  tead 

Telephone,  Lombard  ^573 
Registered  telegraphic  address, 
Motor  Transpor1;ation:  :; 

In  Charge,  Wm.  M.  Orr 

30s  Boarse  Bldg. ,  i+th  and  5th  bet.  Ludlow  and  Ranstead 

Telephone,  Lombard  ^573    ■     :    ^'.^ii:rx^,  •  •  . 
Registered  telegraphic  address, 
Market  News  Service  on  I)airy  Products: 
In  Charge,  Leon  E.  Gaylord 
Joint  cm  -  ^    312  Bourse:Bldg,,  Utli. and  5th' bet.  Ludlow  and  Rans.^gal, ,: ^ 

Telephone,  Lombard  ^575 
Registered  telegraphic  address, 

Federal  Grain  Supervistpn  Branch  Office; rt,  J  . 
In  Charge,  E.G.  Noll, 

57s  Bourse  Bldg. ,  Uth  and  5th  bet.  Ludlow  and  Ranstead 
Telephone,  Lombard  U3U9  -  ■ 

Registered  telegraphic  address., ,  • 


PITTSBURGH,  PESmSTLVANIA 


City  Consuittee: 
,  Chairman,  F.  G,"Eob"b 

■   ■•  -  ■  Vice  Cbadrman,  J.  A.-  Burgess 

ClerJs^  Miss  Rose  Amdursky,  302  Kellennan  Bldg. , 
>"        tti^t^  Sti.T  and  Pa.  Ave.  ,  Tel .  Grant  2576 

Joint  Off i(?«,, .1502  Kellenxan  Bmldi^g, USth  Street  and  Pa.  Avenue, 

■  ■■^^  -^^  ^  ■  ■  Tel^one,  ;  Grant  2576      ;  , 

Operating  Conmittee: 

Chaiman,  F.  R.  Keebler 

Vice  Chairmn,-F.  G.  Ratb  rv.  r-.,^  '  • 

Head  Clerk,  Miss  Rose  Ainduzfslsy-,.        I^llermn  Bldg.,  ISth  St. 
and  Pa;  Ave, ,  TeVepiiono ,  Grant  2576 
Market  Hews  Service  on  Fruits  and  Vegetaoles: 
In  Charge,  P.  E.  Eeebler 

302-303  Kellennan  Building,  ISth  St.  and  Pa.  Avenue 
Telephone,  Grant  2576 

Registered  telegraphic  address,  Surveys  Bureau  Markets 
Inspection  of  Perishable  Foods; 
In  Charge,  P.  G.  Robb 

30U  Kellennan  Building,  ISth  St.  and  Pa,  Avenue 
Telephone,  Grant  65 60 
Registered  telegraphic  address, 

Market  News  Service  on  Live  Stock  and  Meats    Branch  OiTice: 
In  Charge,  J.  A.  Burgess  . 
915  Bessemer  Building 
Telephone,  Bell  Court  1220 

Registered  telegraphic  address,  Livestock  Bureau  I^larkets 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Wm.  F.  Shanahan 
613-615  Wabash  Building 
Telephone, 

Registered  telegraphic  address, 


PORTLAim,  OREGON 

City  Coicmittee: 

Chainian,  Hu^  A.  Martin 
Vice  Chainuan,  Robert  L.  Ringer 
Clerk,  Miss  Gladys  Durst,  3IO  Worcester  Bldg., 
Telephone,  Ifein  95^ 


Joint  Office,  310  Worcester  Building,  Telephone  Main  95U. 
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Operating  Conmittee; 

Chainnan, 

Vies  Chairican, 

Head  Clerk, 
Federal  Grain  Superyision: 

In  Charge,  H-agh  A.  J.lartin 

310  Worcester  Building 

Telephone,  Main  95^ 

Registered  telegraphic  address, 
Grain  S tanda r ii gat i on .* 

In  Charge,  C.  C.  Ruth. 

310  Worcester  Building 

Telephone;  inin  55'+ 

Registered  ielsgraphic  address, 
Grain  and  Hay  KepoL-tinr^  Service.' 

In  Charge;  .k^oral-xa-rji  ?ackles 

2)10  Worcester  Building 

Telephore , 

Registe:-ed  telegraphic  address, 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
in  Charge,  Ii.  L.  Ringer 
UlO  OreGo:;!  B'culding 
Telephone,  Broad^/ay  2135 

Registered  telegi-aphic  address,  Surveys  Bujreau  Markets 

Inspection  of  Perishaole  Foods  Branch  Office: 
In  Charge,  R.  I.  Ringer 
UlO-^412  Orogon  Building 
Telephone,  Broadvra.y  2135 

Registered  telegrsphic  address,  Surveys  Bureau  I/Iarkets 

Market  Hews  Service  on  Live  Stock  and  Meats    Branch  Office: 
In  Charge,  C.  E.  Gibbons 

31s  Live  Stool.:  lilicchange  Building,  2Torth  Portland 
MailJ  Box  36,  Forth  Portland  " 
Telephone,  Woodlavrn  2kj0 

Registered  telegraphic  address.  Livestock  Bureau  Markets 


PROVIDENCE,  RHODE  ISLAND 

City  Marketing  and  Distribution    Branch  Office: 
In  Charge,  Harry  F.  Carney 
klS  Federal  Building,  Exchange  Place 
Telephone,  Union  5920,  Station  3^ 
Registered  telegraphic  address, 
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ST.  LOUIS,  MISSOURI 

City  Cormiittee: 

Chaiman,  Saxon  D.  Clark 
Vice  Chaiman,  Fred  T .  Bryan 
Clerk,  Elmer  R.  Jones,  U13  Old  Custom  House, 
Third  and  Olive  Streets 
Joint  Office,  ^401  Old  Custom  House,  Third  and  Olive  Streets,  Telephone 

Olive  U7I+I 

Operating  Committee: 

Chairman,  Saxon  D.  Clark 
Vice  Chairman,  Fred  T.  Bryan 

Head  Clerk,  Elmer  R.  Jones,  U13  Old  Custom  House,  Tnird  and 
Olive  Streets, 
Market  News  Service  on  Fruits  and  Vege table-s: 
In  Charge,  Saxon  D.  Clark 

koi  Old  Custom  House,  Third  and  Olive  Streets 
Telephone,  Olive  kjkl 

Registered  telegraphic  address,  Surveys  Bureau  l^rkets 
Inspection  of  Perishable  Foods: 
In  Charge,  Fred  T.  Bryan 

U13  Old  Custom  House,  Third  and  Olive  Streets 
Telephone,  Olive  1112 
Registered  telegraphic  address 
City  Marketing  and  Distribution: 
In  Charge,  Unassigned 

U02  Old  Custom  House,  Third  and  Olive  Streets 
Telephone , 

Registered  telegraphic  address, 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Charles  B.  Barron 
8I7  Pierce  Building,  Fourth  and  Pine  Streets 
Telephone,  Olive  5330 
Registered  telegraphic  address, 

Market  News  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  W.  0.  Ellis 

60-61  Exchange  Building  No.  2,  National  Stock  Yards,  Illinois 
Telephone,  Bell  East  2660 
Registered  telegraphic  address, 


ST.  PAUL,  MINNESOTA. 

City  Committee: 
Chairman, 
Vice  Chairman, 
Clerk, 
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City  Marketing  and  Distribution  Branch.  Office: 
In  Charge,  Melvin  A.  Russell 
10th  and  Temperance  Streets 

Telephone,  Northwestern,  Cedar  S56S;  Tri-State  23279 
Registered  telegraphic  address, 

Market  Nev;s  Service  on  Live  Stock  and  Meats  Branch  Office." 
In  Charge,  Don  J.  Slater 

523  Live  Stock  Exchange  Building,  South  St.  Paul 
Telephone,  Concord  5^5 

Registered  telegraphic  address,  Livestock  Bureau  Markets 


SALT  LAKE  CITY,  UTAH 

Joint  Office,         xTess  Building,  Telephone,  Wasatch  9052 

Operating  Committee: 
Chairman, 
Vice  Chairman, 
Head  Clerk, 

■Ivjarke t  News  Service  on  Live  S tock  and  Meats: 
In  Charge,  C.  M,  Pipkin 
h2k  Ness  Building 
'        Telephone,  Wasatch  5052 

Registered  telegraphic  address,  Livestock  Bureau  Marke 
■       Federal  G-rain  Supervision: 

In  Charge,  Walter  J.  Morgan' 
■     ■■  .  ^  .  U23  Ness  Building 

Telephone,  Wasatch  38^ 
.  •  Registered  telegraphic  address, 

.     Conservation  of  Food  Products  in  Trans i t  and  Storage: 
In  Charge,  H.  E,  Waterhury 
U26  Ness  Building 
Telephone , 

Registered  telegraphic  address. 


SAN  FRANCISCO,  CALIFORNIA 

City  Committee: 
"•.  ..•„.  Chairman,  S.  H.  Boddinghouse 

Vice  Chairman,  L.  D.  Todd 
Clerk  .  ' 

Joint  Office  No.  1,  ..         Consular  Building,  5IO  Battery  Street, 

Telephone     '  . 
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Operating  ComnrL ttae: 
Chairnan, 
Yice  Chairnan, 
Head  Clerk, 

■' .    y  Marki^>t -•:I'Tews  Service  on  Fruits  and  Vegetalples: 
rrrCharge,  S.  H.  Boddinghouse 
515-323  Consular  Building,  5IO  Battery  Street 
Telephone,  Sutter  I527 

Registered  telegraphic  address,  Surveys  Bureau  ilarkets 
Inspection  of  Perishable  Foods: 

In  Charge,  S.  H.  Boddinghouse 

315-323  Consular  Building,  5IC  Battery  Street 

Telephone,  Sutter  1527;  Local  3 

Registered  telegraphic  address,  Surveys  Bureau  l^arkets 
Market  News  Service  on  Dairy  Products; 
In  Charge,  L.  M.  Davis 

315-317  Consular  Building,  510  Battery  Street 
Telephone,  Sutter  1527;  152S 
Registered  telegraphic  address, 
Transportation  Division: 

In  Charge,  I.  il.  Randall 

31s  Consular  Building,  510  Battery  Street 

Telephone, 

Registered  telegraphic  address, 
Joint  Office  No.  2,         Balboa  Building,  Telephone, 

Operating  Comnittee: 

Chairnan, 

Vice  Chainian, 

Head  Clerk, 
Seed  Reporting  Service: 

In  Charge ,  S .  S .  Lawrence 

607  Balboa  Building 

Telephone, 

Registered  telegraphic  address, 
Iferket  Nev;s  Service  on  Live  Stock  and  Meats: 
In  Charge,  E.  E.  Iviccolls 
606  Balboa  Building 
Telephone  ,  Sutter  I527 

Registered  telegraphic  address,  Livestock  Bureau  Markets 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Janes  F.  McKenzie 

1131  Merciiants  Exchange  Building,  U65  California  Street 
Telephone,  Sutter  7U56 
Registered  telegraphic  address. 
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SEATTLE,  WASHINGTON 

Federal  C-rain  Supervision  Branch  Office: 
In  Charge,  B.  W.  Whitlock, 
230^+  L.  C.  Smith  Building 
Telephone,  Elliott  2379 
Registered  telegraphic  address, 


SOUTH  ST.  PAUL,  MINNESOTA 
(See  St.  Paul) 


SPOKANE,  WASHINGTON 

City  Committee: 
Chairman, 
Vice  Chairman, 
Clerk, 

Joint  Office,         Giiamber  of  Commerce  Building,  Washington  Street, 

Telephone, 

Operating  Committee: 

Chairman, 

Vice  Chairman, 

Head  Clerk, 
Federal  Graan  Supervision: 

In  Charge,  George  K.  Landers 

516  Chamber  of  Commerce  Building,  Washington  Street 
Telephone,  IVIain  kO^S 
Registered  telegraphic  address. 
Seed  Reporting  Service: 

In  Charge,  Vernon  P.  Fawcett 

511  Chamber  of  Commerce  Building,  Washington  Street 
Telephone,  Main  U09S 
Registered  telegraphic  address, 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  P.  C.  Isbell 
.  tel]-  Post  Office  Building 
Telephone,  lHain  U99S 

Registered  telegraphic  address,  Surveys  Bureau  Markets 

Inspection  of  Perishable  Foods  Branch  Office; 
In  Charge,  P.  C.  Isbell 
k2k  Post  Office  Building 
Telephone,  Main  U998 

Registered  telegraphic  address,  Surveys  Bureau  ]\1arkets 
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SPRINGFIELD,  mSSACHUSETTS 

City  IVIarkating  and  Distributicn  BrancH'  Of'rice: 
In  Charge,  George  W,  Porter  . 
Room  209,  -  2kk  Main  Street 
Telephone,  Walnut  ll46  -  ' 

Registered  telegraphic  address,  ,-^ 


TOLEDO,  OHIO 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  C.  L,  Cannon 

Room  2009  -  Second  National  Bank  Building 
Telephone,  Ivfe-in  1909  - 
•Registered  telegraphic  address, 


WASHINGTDIT,  D.  C. 

Market  llev;s  Service  on  Live  Stock  and  Meats  Branch  Office: 
-  ^- ■      ■    In"  Cliarge,        V:.  Baker  . 

Room  213,  503  Seventh  Street-,  IT.  W. 

Telephone,  lla.in  kG^O  -  Branch  319 

Registered  telegraphic  address,  Livestock-  Bureau  I.Iarkets 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  VI.  K.  Wicks 
Room  60s,  135s  B  Street,  S-.  V;. 
Telephone,  Main  ^+650  -  Branch  ^lO 
Registered  telegraphic  address > 

City  Marketing  and  Distrihution  Branch  Office: 
In  Charge,  William  H.  Barrow 
Room  50S,  135s  B-Street^  S.  W. 
Telephone,  I^lain  U650  -  Bra,nch  3IS 
Registered  telegraphic  address, 


•      •  ■     WATER3URY,  COimCTI CUT 

City  Marketing  and  Distribution  Branch  Office: 
In  Charge,  Burton  W,  Sherburne  ■ 
Care  Farm  Bur.eau 
Telephone, 

Registered  telegraphic  address, ■ 
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VJI CHITA,  KMSAS 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Robert  D.  Jarboe 
313  Sedgwick  Building 
Telephone,  Iferket  35OS 
Registered  telegraphic  address, 


WORCESTER,  MASSACHUSETTS 

City  Marketing  and  Distribution  Branch  Office: 
In  Charge,  Howard  L,  Russell 
Farm  Bureau,  11  Foster  Street 
Telephone,  Park  U32S 
Registered  telegraphic  address, 

YAKIMA,  WASHINGTON 

Conservation  of  Food  Products  in  Transit  and  Storage  Branch  Office: 
In  Charge,  W.  C.  Quick 
Gzk  Miller  Building 
Telephone , 

Registered  telegraphic  address, 


STATE  COOPERATION  IN  ElARKETING 


Arl^nsas:  John  H.  Tull, 

Field  Agent  in  Llarketing, 
Old  State  House, 

Little  Rock,  Arkansas. 

Lav;rence  Foot, 
Agent , 

Old  State  House, 

Little  Rock,  Arkansas. 

Colorado:  Stuart  L.  Sweet 

Field  Agent  in  I^.'Iarketing, 
Room  26  Custom  House, 
Denver,  Colorado. 

Ed\vin  L .  Sewell, 

Collaborator, 

Room  26,  Custom  House, 
Denver,  Colorado, 
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Connecticut;  Guy  G.  Smith, 

Field  Agent  in  Marketing, 

Connec-cicut  Agricultural  College, 
Storrs,  Connecticut. 

Georgia:  M.  C.  Gay, 

Field  Agent  in  Marketing, 

Georgia  State  College  of  Agriculture, 
Athens,  Georgia. 

Indiana:  J.  R.  Cavanagh, 

Field  Agent  in  Marketing, 
Purdue  University, 

West  LaFayette,  Indiana. 

Iov\a;  L.  G.  Foster, 

Field  Agent  in  Marketing, 

Iowa  State  College  of  Agricijlture , 
Aine  s  ,  I  owa . 

Massachusetts;  Robert  T7,  Merrick, 

Field  Agent  in  Or^nization, 

Segreganset,  I.3,ssachusetts. 

Joseph  M,  McEvoy, 

Field  Agent  in  City  I»Iarke ting, 

Kampshire  County  Farm  Bureau, 

Northanipton,  i^lassachusetts. 

William  L.  Machmer, 

Field  Agent  in  Storage  and  Warehousing, 
Kampshire  Ccjuity  Farm  Bureau, 

Northampton,  Massachusetts. 

James  L .  Early, 

Middlesex  County  Farm  Bureau, 
Wal  tliara ,  I-.^.  s  sa  chus  e  1 1  s . 

Michigan:  Hale  Tennant, 

Field  Agent  in  Marketing, 

Michigan  Agricultural  College, 
East  Lansing,  Michig3.n. 

Minnesota;  R,  W.  Thatcher, 

Dean,  Department  of  Agricol  ture, 
University  of  Minnesota, 

St.  Paul,  Minnesota. 

Frank  Rototka , 

Field  Agent  in  Market  Business  Practice, 

College  of  Agriculture,  liiiversity  of  Ilinnsscta 
University  Farm,  St>  Paul,  Minnesota. 
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Mississippi:  H.  O.  Pate, 

Field  Agent  in  ^(arketing, 

Mississippi  Agriciil tural  and  Mechanical  College, 
Agricultural  College,  Mississippi. 

John  F.  McKay, 

Field  Agent  in  Truck  Crop  Ivlarketing, 

Mississippi  Agricultural  and  Mechanical  College, 
Agricultural  College,  Mississippi. 

Thomas  M.  Patterson, 

Field  Agent  in  Live  Stock  Marketing, 

Mississippi  Agricultural  &  Mechanical  College, 
Agricultural  College,  Mississippi. 

Montana:  W.  L.  Beers, 

Field  Agent  in  Marketing, 

Montana  State  College  of  Agr.  and  Mechanic  Arts, 
Bozenan,  Montana. 


Nebrasl^:  H.  C.  Filley, 

■Field  Agent  in  Marketing, 

College  of  Agriculture, University  of  Nebrasla, 
Lincoln,  Nebraska. 


Merle  E.  Wade, 

Agent  in  Marketing  Work, 
University  Farm, 

Lincoln,  Nebraska . 

New  Mexico;  Charles  A.  McNabh, 

Field  Agent  in  Kfe-rketing, 

New  Mexico  College  of  Agriculture 
and  Mechanic  Arts, 

State  College,  New  Mexico. 

North  Carolina:         .William  R.  Camp, 

Field  Agent  in  Marketing, 

North  Carolina  State  College  of  Agriculture 
and  En.Q;ineering, 

West  Raleigh,  North  Carolina. 

Ciiarles  S.  Jones, 

Agent  in  Marketing  Live  Stock  and  Corn, 

North  Carolina  State  College  of  Agriculture 
and  Engineering, 

West  Raleigh,  North  Carolina. 

Ohio:  V.  H.  Davis, 

Field  Agent  in  Marketing, 
Capitol, 

Columbus,  Ohio. 
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Oregon: 


Tennessee: 


Texas: 


Ye  rmont: 


Washington: 


Hector  I'.lacpherson, 

Pi  eld  Agent  in  I^arketing, 

Oregon  Agricultural  College, 
Corvallis,  Oregon. 

C.  E,  Brehm, 

Field  Agent  in  I'larketing, 

College  of  Agriculture,  University  of  Tennessee 
Xnoxville,  Terinessee. 

Arthur  D.  Knox, 

Field  Agent  in  Live  Stock  Ii5arketing, 

College  of  Agriculture,  University  of  Terjiessee 
Khoxville,  Terinessee. 

Howard  M,  Eliot, 

Field  Agent  in  Ivkrketing, 

Agricult-ural  and  Mechanical  College  of  Texas, 
College  Station,  Texas. 

Mogens  R.  Tolstnq), 

Field  Agent  in  Marketing, 

Care  of  Coinmissioner  of  Agriculture, 
St.  Albans,  Vermont. 

Asher  rlobson. 

Field  Agent  in  Marketing, 

State  College  of  Washington, 
PuLlmn,  Washington. 
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UNITED  STATES  DEPARTICTT  OF  AGRICULTUKE 

SUREAU  OF  MRI'ZETS 
Branch  of  Qperovtion. 

Washington,  D.  C. 
IKFOmiATION  CIRCULAR  NO.  7- 


1.  BRANCH  OFFICE  m.TA. 

Attached  hareto  is  a  blank  form,  praparod  to  racord  data  req.-uired 
in  tha  administrative  cfficas  in  regard  to  the  q,mrters  occijgDied  by  branch 
offices.    It  is  believed  that  this  fcn^  is  self-ezplanatorv.    It  should  be 
fillcjd  out  fully  for  each  branch  office,  including  both  joint  and  single 
project  branches,  and  rrailed  pronptly  to  the  Administrative  Assistant  in 
Charge  of  Operation.    A  photograph  or  good  drawing  of  the  building  would 
be  helpful,  if  available,  preferably  showing  the  side  on  which  the  Bureau 
of  Markets  offices  are  located. 

Part  of  those  data  are  on  file  for  son:e  of  the  offices,  but  it  is 
not  coirplete  in  any  case  and  it  is  not  known  how  much  of  it         be  out  of 
date  or  for  other  reasons  inaccurate. 

2.  COPIES'  OF  OFFICIAL  immKEDk. 

Unusmlly  frequent  calls  for  extra  copies  of  Secretary,  Bureau, 
Baranch  Office  memoranda,  etc.,  which  have  been  issued  upon  the  regular 
basis  of  distribution,  irany  of  them  repeated  calls  for  the  same  memoran- 
dum, seem,  to  indicate  that,  in  some  projects,  the  original  copies  issued 
are  not  properly  noted  and  permanently  filed,  or  th^t  due  regard  for  econ- 
oiny  in  the  number  of  copies  asked  for  is  not  observed, 

Consermtion  of  materials  and  labor  necessary  in  the  production  of 
theee  memoxanoa,  and  in  the  tim;e  of  clerks  who  are  called  upon  to  s\:$)ply 
numerous  extra  copies  requested  subsequent  tc  the  general  distribution 
makes  it  necessary  at  this  time  to  remind  head  clerks  of  projects,  or 
others  responsible,  that  vpon  receipt  of  copies  of  the  mem^ox'anda  described 
above,  it  is  their  duty  to  bring  the  subject  matter  thereof  to  the  attention 
of  all  concerned  in  their  offices,  includiiig  branch  offices  v/here  necessary. 

When  this  has  boon  done,  and  evidence  that  the  memoranda  have  been 
noted  by  all  who  should  see  them  is  at  hand  in  the  form  of  the  initials 
of  these  officers  and  employees,  they  should  be  placed  in  suitable  binders 
or  other  permanent  files  from  which  they  cannot  be  extraotod  without  charg- 
ing. 

An  index  of  these  various  memoranda  vdll  be  issued  at  the  earliest 
possible  date. 


It  is  s'j.ggested  that  projacts  go  cvar  their  files  at  an  earl.v  dat-s 
and  ask  for  copies  of  such  rn^vr.oranda  as  ray  "be  irdssing,  aftar  which  th-3 
issmnca  of  extra  copies  will  hs  restricted  to  the  filling  of  rsciuests 
based  upon  the  special  circomstances  outlined  ahove. 

The  nrmher  of  copies  ordered  of  rr.eTr,oranda  issued  in  the  future 
will  he  reduced  to  cover  only  the  initial  distrioution.    '.There  the  subject 
rratter  of  a  memo randi_an  is  such  that  it  should  be  brought  ^o  the  attention 
of  branch  offices,  sufficient  copies,  of  course,  ::av  continue  to  bo  ob- 
tained to  cover  such  offices. 

5.    AMOUlTCEIvISITTS  OF  CIVIL  SERVICE  ELUIIHATIOUS . 

The  Bureau  is  in  receipt  of  Secretary's  Circular  Ho.  S,  concerning 
the  distribution  of  arjiouncements  of  Civil  Service  examinations.  This 
circular  is  as  follows: 

"The  Civil  Service  CorruTdssion  011  accc-jnt  of  present 
conditions  loas  requested  the  cooperation  of  the  Department 
in  the  matter  of  disseminating  inf crT;ation  concerning  exam- 
inations and  bringing  it  to  the  attention  of  qualified  per- 
sons.   The  Co;Tamission  states  that  it  has  well  organized  ma- 
chinery for  this  purpose,  ••vhich  is,  of  course,  used  to  the 
fullest  extent,  but  it  believes  thiat  better  results  may  be 
obtained  through  m.ore  systematic  cooperation  of  the  Depart- 
ment.    Hereafter  the  Comrr.isGion  will  furnish  the  Department 
with  copies  of  each  examination,  as  announced,  and  requests 
that  the  office  in  the  Department  in  which  the  position  is 
to  be  filled  render  assistance  in  distritating  the  announce- 
m.ents  am.ong  q-ualified  persons.    Additional  copies  may  be  had 
upon  request  of  the  Coiniiission. 

"It  is  the  desire  of  the  Secretary  that  the  fullest 
cooperation  be  mdertaken  by  all  branches  of  the  Departm.ent 
with  the  Commdssion  in  the  distribution  of  these  armio-jLnca- 
ments . " 

In  order  that  the  Bureau  iray  cooperate  to  the  fullest  extent  in 
this  matter,  it  is  suggested  that  whenever  an  anncuncemi3nt  for  som.e  spe- 
cific examination  comes  to  the  attention  of  an  employee,  either  in  VTash- 
^ngton  or  in  the  field,  who  knows  of  soma  q^jalified  person  or  persons  who 
would  be  likely  to  be  interested  and  consider  taking  such  examir^ tions , 
the  names  and  addresses  of  these  individ'csls  be  for-aarded  to  "ashingtcn 
witn  the  request  that  they  be  sent  announcements,  or  that  announcem.ea;ts 
be  sec^jred  and  for^^arded  to  the  prospective  applicants  direct. 

^.     SIOARY  VOUCHERS. 

Tne  third  paragraph  in  Branch  Office  Memcrandvir.  No.  iq  .  ^vhich  di- 
rected that  salary  vouchers  on  Form  3  should  be  submitted  in' d^jxlicate  ."ind 
irailed  to  the  Section  of  S^^plies  and  Accounts,  v^as  not  intende'd  to  ii-- 
clude  salary  vouchers  submitted  to  cover  temporary  enploj-ment  vnder  l-t^er 
of  authorization.    These  need  net  be  subraitted  in  d;:?:licate.  and  should  be 
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handled  in  the  came  v.'ay  as  Form  5  vouchers  submitted  undar  letters  of 
authorization,  requiring  examination  and  initialing  "by  the  project  'before 
approval  by  the  Acting  Chief  of  Bureau. 

5.     IKFOBmTIOI'T  CIRCULAR  fO  BE  SIOIJEB  BY  CHIEF  OF  BUREA.tT. 

As  the  development  of  the  Inforn'a.tion  Circular  has  proceeded,  it 
has  "becoxne  evident  that  it  can  be  utilized  advanta-^ecuvsly  at  timeis  to 
circulate  items  that  are  a  combination  of  information  and  statements  of 
policy.    For  this  reason,  future  niimbers  will  be  signed  by  the  Chief  of 
tlie  Bureau.     Th.i3  change  will  become  effective  with  Information  Circular 
ITo.  9>  since  ifo.  5  already  has  been  prepared. 

^-     SPLITTIN5  ACCOUNTS. 

In  some  of  our  joint  "branch  offices  there  appears  to  be  too  great 
a  tendency  to  split  joint  accounts.     One  of  the  purposes  of  joint  expense 
accounts  is  to  take  care  of  expenses  v;hich  are  incurred  hy  one  project  in 
paying  for  services  or  material  used  jointly.    The  splitting  up  of  ac- 
counts necessitates  referring  vouchers  to  the  several  project  offices  in 
Washington  which  are  interested,  increases  the  vrork  of  auditing  and  handling 
the  vou.chers  and  otherwise  tends  to  delay  prompt  action.    \Tnerever  possible, 
vouchers  should  be  ioa,id  from  the  funds  of  one  pi-oject  and  the  matter  of 
expense  chargeable  to  other  projects  adjusted  on  the  joint  expense  account 
Form  BM-^3. 

7.     ITINERARY  REPORTS  WITH  BEIIvIBlIRSa^ENT  ACCOUITTS. 

It  has  "been  noted  that  a  considerable  proportion  of  reimbursement 
accounts  for  ti'avel  have  been  submitted  without  including  the  required 
itinerary  report  on  Form  No,  1.    It  is  a  common  practice  to  submit  these 
reports  with  the  reimbursement  voucher,  and  this  practice  is  acceptable, 
although  it  is  preferred  that  they  be  submitted  weekly  when  in  continuous 
travel  status,  or  at  the  end  of  each  short  trip.     It  usually  is  impossible 
to  give  reimbursement  accounts  any  intelligent  adrani strati vo  e;:amin::; tion 
if  the  ititierary  report  is  lacking.     If  not  previously  submitted,   it  should 
be  attached  to  the  reim.bursem.ent  voucher  to  avoid  the  possibility  of  delay- 
ing the  approval  and  payment  of  the  account. 


Administrative  Assistanis^ 
In  Charge  of  Op3ration\ 


U.  3.  DEPAETIvEITT  OF  A&EICULTUPJ] 
Bai-'aaii  of  I'>a,i'lvets 

Date 


City  arxd  State 


Kame  of  'building 


Street  number  and  street 


Single  project  iDranGii,  or  joint  office? 
Projects  represented:  


( a)    Ap-p roxiirate  distance  froTn  office  to  the  following  points : 

'Miles 


I.  Cotton  trade  center  : 

II.  Dairy  products  tra,de  center  : 

III .  Frait  and  vegetable  trad^^  center,  : 

IV.  Grain  trade  center  : 

Meat  trade  center  ,  

VI.  Other  branches  of  the  Surr^au  of  Markets.  ....  j_ 

VII.  P-ablic  retail  rrari-ets  : 

VIII.  Railroad  yards  : 

IX.  Stock  yards  : 

(b)     Location  of  offices  and  character  of  building: 


Floor  of  building 


iJiirnber  of  floors  in  building 


Width  of  street  on  v/hich  offices  face  

Approxima-te  height  of  buildin^iS  opposite^ 
Total  space  occupied  by  offiCc;3  


feet. 


Total  office  space  on  same  floor  of  building_ 

( c)     Character  of  sect  ion  of  city: 

Noisy?  


feet  floors. 

 square  feet 

 square  feet. 


Kind  of  streets: 


Accessibilit?/: 


Quiet? 


Dirty?_ 
Clean? 


Smoo  th?_ 
Rou^h? 


Street  ca.r  facilities: 


(d)    AssigriTiSnt  of  i-oor.s:     Give  in  space  belcv;  list  of  rooms  '"ith  in- 
forrration  req\iested  and,,  if  possible,  also  prepare  a  chart  or  diagram:  of 
space  occij^Jied,  with  designation  of  roon-s  on  chart  by  letters  or  n-umbers  ana 
give  corresponding  designation  below.     In  joint  offices  tne  "-ase  of  room" 
should  show  which  project  or  whether  joint  use. 


Room 
desig- 
nation 


Size 
(feet) 


Area 
sq.  ft 


ITumber  of 
ernployees 


Class  of 
emnlcyees 


Use  of 
room 


(e)    Artificial  lighting  and  power: 


Is  electricity  used  for  lighting? 
Current  direct  or  alternating?  


For  pcv/er? 
Voltage? 


If  alternating,  nujT:ber  of  cycles  and  phase?  

Is  gas  used  for  lighting?  For  laboratory  •.vork?_ 

'who  pays  for  electricity?  

"Wlia  pays  for  gas?   


(f)     Natural  light:      Poor  -  -  -  Medium 

Direction  from: 


Good 


(g)     Euiining  water? 


Hot? 


Cold? 


(h)    Toilet  facilities:      Men:  Fnich  floor?_ 

V.'omen:  Which  floor? 


Location? 

Distance? 
Distance? 


Remarks: 


Reported  by 
Title 
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UNITED  SI1A.TES  DEPARTMEIW  OF  AGRICULTURE 


BUREAU  OF  MARKETS 
Branch  of  Operation 
Washington,  D.  C. 

lEFORMATION  CIRCULAR  NO.  8 
Novemher  23,  I9IS. 


I^IB 

E  SO 

FEb 

ipi'AgECidtes  1 
 .. 

Bra,nch  Office  Accounts. 


Several  "branch  offices  liave  asked  that  a  sample  set  of  accounts 
"be  riB.de  out  to  illustrate  the  uses  of  BM  Form  4-3.    Such  a  set  is  at- 
tached hereto.    The  set  is  made  up  to  cover,  for  the  first  month  or 
more,  the  accounts  of  a  joint  office  containing  three  projects,  two 
.  "being  news  service  projects.     Since  the  record-of-cost  account  for  each 
project  "branch  is  kept  in  the  same  way,  regardless  of  whether  it  is  in 
a  joint  office  or  whether  it  operates  alone,  the  attached  sample  record- 
of-cost  account  for  any  one  of  the  three  projects  rray  be  taken  as  a 
guide  for  k6epin:j  tha  record  of  cost  of  any  project  branch. 

The  following  sample  accounts  are  included: 

1,  Three  project  record-of-cost  accounts,    Such  an  account  must 
■  "be  kept  by  each  permanent  project  branch  of  the  Bureau,  regardless  of 

whether  or  not  it  is  in  a  joint  office, 

2.  One  summary,  record-of-cost  account  for  the  joint  office 
containing  the  three  projects.    Such  an  account  must  be  kept  for  each 
joint  office,  containing  two  or  more  project  branches. 

3'    Five  supplemental  authorization  accounts.     Such  an  account 
should  be  kept  of  each  letter  of  authorization  issued  to  anyone  sta- 
tioned at  a  branch  office,   the  expenses  under  which  are  incurred  in 
connection  with  the  work  of  that  office.    The  entire  amounts  of  these 
■   letters  are  to  be  entered  as  credits  on  the  project  rscord-of-cost 
account  when  the  authorization  is  issued,  and  the  vouchers,  trans- 
portation requests,  etc.,  issued  thereunder  should  be  credited  on  the 
supplemental  authorization  account. 

k.    Three  accounts,  one  for  each  project,  with  the  joint  ex- 
pense pool.    The  sole  purpose  for  which  these  are  to  be  kept  is  to 
determine  the  equitable  distribution  of  joint  costs.    The  operating 
committee  can  have  before  it,  on  these  accounts,  at  all  times,  the 
current  debit  or  credit  (generally  credit)  balance  of  each  project, 
and,  with  due  regard  for  the  general  volume  of  business  done  by  each 
"project  with  the  joint  expense  pool,  it  generally  can  assess  pending 
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items  of  .joint  sxpansa  against  any  projact  i^ving  a  debit  balance  or 
against  tha  one  having  the  sirallest  credit  balance. 

The  attached  set  of  hypothetical  accounts  covers  the  operation 
of  an  inaginary  joint  office  located  in  Denver,  consisting  of  branches 
of  three  divisions  as  follows: 

Market  Surveys,  Methods  and  Costs,  and  Market  Nev/s  Service  on 
Fruits  and  Vegetables.    These  two  projects  are  included  in  one  divi- 
sion of  the  Bureau,  for  which  the  common  short  name  is  l^rket  Surveys. 
This  division  is  therefore  designated  "I.^arket  Surveys"  on  the  attached 
sample  accciints. 

Marketing  Live  Stock,  Meats  and  Animal  By-products,  and  Market 
News  Service  on  Live  Stock  and  Meats.     On  the  attached  sa^^jle  accc-jnts 
this  division  is  referred  to  -under  the  title  "Live  Stock  and  Meats." 

The  work  of  the  branch  offices  of  Federal  Grain  Supervision  is 
not  combined  with  the  work  of  any  other  project. 


EECOaS-OS'  COST  ACCOUITT  OF  lUMET  SURVEYS,  DEN^ffiR. 
Fiscal  Yeai*"'ilndifig  June  30,  I919. 


Da,  'OQ 


Payee" 


I  terns 


Debi  ts 


Credits 


Total 
Net  . 
Credits 


IS  18 
■July 


Aug. 


1 

1 

1. 

1 

1 

1 

1 

1 

1 

7 

11 
16 
20 
31 

G 
Ik 
16 


23 
31 


Sept.  4 

28 
30 


TJ.  H. 


■A. 


H. 

a. 


Smith 

SeJV 
V-'agner 

Ogdon 
J .  Brewer 
Fred  McXee 
Mabel  Dbiiohoe 
W.  H.  Smith 
I^yis  Realty  Co. 
J,  H.  Selliy 
llashington  office 
•Washington  office 
Washing ton  office 
Totals  to  date 

Washington  office 
H.  J.  Brewer 
Washington  office 
Wa  sh  ii^^g  ■■:■  on  0  f f  1  c  e 
Harry  McCoy 

Totals  to  date 

WasL-.hingt-on  office 
Washington  office 
J.  H.  Selby 
Washington  office 
Carried  forward 


-  6-/^0/19 

-  6/30/19 

-  6/30/19 

-  .6/30/19 

-  2/28/19 

-  6/30/19 

-  6/30/19 


Salary, 
■Salary,  7/1/18 
Salary.,  j/l/lZ 
Salary,  j/l/lS 
Salary,:  7/l/l^ 

Salary,  3/1/19' 
Salary,  7/l/lS 
L.  A,  276-.M 
Rent,  '3/1/19  -  6/30/19 
L.  A.  Fo.\723-M 
■Req-.  1-W  Stationery' 
Eeq.  2-W  Ink- stand  ' 
Req.  U-W  Carhpn  paper  , 


Req.  7-'^  Stencil  paper 
Resigned  8/15/IS 
Req.  10-W  Mimeo  paper 
•Req.  11-W  Stationery 
Salary  .9/l/lS  -  2/2S/I9 


Req?  12-W  Stationery  ' 
Req,  lU-W  Pencils 
L.  A.   723  closed 
Freight  on  mirneo  paper 


325.00 


•325.00 


.90 


2000 . 00 
1620.00 
lUlJO.OO 
1200.00 
i+00.00 

533 -3^ 
1000,00 
1I400.00 

233 -3^ 
75 .00 
9. S3 
3.25 


'ooooo;.oo'    10518.17  10518^7 


325.90 


2U.50 
258.70 

18. U2  

 300.00 

11119,79  1079^-79 

30.76 
1.50 

8.10 

11160.15  1083^-25 


-  1+  - 


ACCOUIOT  OF  L.  A.  Ho.  27S-M  (w.  H.  SIHTH) 


Fiscal  Year  Ending  J-une  30.,  .ISI9 


Da^;e. 


Ent-?ri3d 

Paye3 

Items 

July  1^ 

Original  Amount 

3 

G,  A.  Padgstt .            "  l 

■Req.  -2-;?  Cheesecloth 

b 

A'ddi'e  s  s'o graph  Co. 

.  Heq-'.  7-F  Plates:- 

9 

Rollins^  &  Hughes 

Req-.  -9-F  Repairs- - 

13 

Amer..\Multi graph  Co. 

Req.  -12-F  Job     :     ■  ' 

16 

Har  ry  ^  39  l;r.on  t 

Req.  lU-F  Job 

31 

.  -'Totals  to  date  and  Balaxrca-  . -  ■ 

Aug,.  3 

SolXins:5.  Hughes 

Garage  &  Gasoline 

Dehyar  Telephone  Co, 

P-3^^1v3phone  Service-  (July) 

5 

ThBlma  Higgins 

Services  7-8--7/3I/IS 

6 

City  Electric  Co. 

July  current 

7 

Lilly  Lauiidry 

Towel  service,- Jvly 

7 

Ame r . Di  s  t .Tele graph  Co . 

Messenger  service, -  July 

•  /  g:: 

."Arnera  carl:  I  ce  Co .  ■  -  -■  - 

July  ice 

s 

W.  H.  Smith 

Reimbursement  (July) 

Debits    Credits  Balance 


1400.00 


14CC.C0 


.1.35 

£.85 
2U.00 

7-50 

21.87 
16. 5C' 
i+2.00 
3.30 
6.00 
10. 25 
6.00 
30. so 


iteo.oc 


1355.85 


ACCQIMT  OF  L.  A.  Ho.  •723-M  (J.  H.  SELBY) 
Fiscal  Year  aiding  .Juno  30 ,  I9I9 


Date 
Entered 


Payee 


I  terns 


Debits    Credits  Balaiice 


19 18 
July  27 

Aug.     3    D.  &R.G.  Railroad 
3    Pullman  Co, 
12    D.  &  R.  G.  Railroad 
12    Pullman  Co. 
19 

Sept.  25 


Original  amount 
T.  R.  #A687U31 
T.  R.  #A 687^32 

T.  R.  7(!a6s7U33 
T.  R.  #A6s7i;3U 
Reimbursement  acct, 
Balance  cancelled 


75.00 


15.60 

3-5C 
15.60 

3.50 
35.90 

.QO 


75.  CO 


75.x    75. CO  cooco.co 


JOim  EXFMSE  ACCOMT  OF  M4EKET  SUEWS,  DENVER 
Fiscal  Year  Ending  Jme  30,  I919. 


Date- , 

1913 
July 


Payee 


I  teras 


Debits    Credits  Baianr-e 


1 
1 
1 
1 
1 
1 
1 
1 

3 

5 
g 


Inventory  cf  s-uroplies 


Iferie 
Mabel 
J.  E.- 


:Br3V\fer 
Thcrpson 
Donohoa 
Do  ran 


'Tillie  F^gill 
Davis ■  Real  ty  Co . 
Lillian  O&bcrne 
G.  A.  Padgett... 
Western  Drug  Co. 
Addre  s  so  graph.  Qo  ,  '„ 


turned  into' j;© in t  stock 
•    Salary  (1/3)  - 
;..  Salary,.  (.2/31  ^ 

1/2  time    ...  , . 
"    Sa;iary  ( 1 /2)\  : 
,  .  1/^  time 
■  .■,■1/3,  time  •-  . 

Rent 

~  1/3 
Req 


Req.. 


time 

2-F.  Ghee  seel  ot>j.(-^) 
■-.U-F.  -Wood-  Aacohoity 
S-F  Job 


533^3^ 
Uco  .00 
500.00 
■500.00 
300,00 

SO-,  00 
■qic^oo 
300.00 
'  .6s 

■  .  75 


11 

Washington  office 

Req,  1-W  S-catj.onery 

13 

Amer ,  Mul  ti  graph  Sal e  s 

Go. 

Req.  IM'  Job  i-^)^ 

12 

00 

20 

WaslxLngton  office 

.  Req,  U-W  -Carbon  .paper 

...  .  31: 

Totals  and.  baliince 

to  date 

3537 

22 

Aug.  5 

Denve.r  Telephone  Co. 

Telephone  -service  (1/3) 

5 

50 

5 

Thelffa  Higgins 

Ser-vices",  ( 1/2)  .■ 

■  ^  21 

00 

•  -6 

Washington  office 

Req.   7-W  Stencil  paper 

6 

City  Electric  Go. 

July  current  (I/3) 

1 

10 

7 

Lilly  Laundry  Go. 

Jiily  tov;el  service  (l/3) 

2 

00 

s 

American  Ice  Co. 

July  ice  (i/3) 

2 

.00 

lU 

H.  J.  Brewer 

Resigned  (8/I5/IS 

325.00 

16 

Washington  office 

Req,  10 ~W  Mimeo  paper 

19 

Washington  office 

Req.   3 1-W  Stationery 

23 

Harry  McCoy 

Salary 

300 

.00 

919.70 

'533  ■.3^ 
Uoo.oo- 


1000.00' 

S33-.3^- 
1.35 

9 .33 

2U,00 
3 .  ^1  ■ 


16,50 
U2.00 
2Ur50 
^.30 


6.00 


6.00 


325 

258 


00 

,  70 
1& .  '42 
300 .00 


1^7-75 
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SECORD  OF  COST  ACCOUHT.  OF.  ^EDER;^.  GEAIN  SUPERVISION,  DENYER 
Fiscal  Y.ear  Ending  J-un3,  30;,  I9I9  : 


Eats 
Entered 


ISIS 
July- 


Payee 


1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
16 
2k 
31 


14 
23 
31 


Sept  .18 

30 


T.  R.  Frye 
L.  B.  Parkins,.,. 
J.'      -  R-uppert-'  • 
F. .  C,  Starr- 
Ella  B.  Ware  ^ 
Li 1 lian  0  sbo rne 
Fred  McKee' 
H.  J.  Brewer 
Davis  ...Realty  Go'. 
T.  R.  Frye 
J.  -.W,  R-L^^pert 
Washington  o"f  f i  ce 
Totals  to  date 

WasMngton  office 
H.  CJ.  Brewer  -  • 
Harjy  McCoy 

.Totals.,  to  -date. 

T .  S,  .  Erye    .  : 
WasTaington  cf  f^i'ce 
Totals  to  date 


I  tems 


Eebits 


ictax 
llet 

Credits  Credits 


Salary  7/I/IS  -  6/30/I9 
Salary  l/l/l^  -  6/30/19 
Salary  -j/l/lB'  .  6/30/I9 
Salaiy  7/l/lS'-  6/3O/I9 
Salary  7/I/IS--  5/30/19 
Salar;^^  l/l/lS  -  6/30/I9 
Salary  7/l/lS  -10/31/1^ 
Salary  3/l/l9  -  6/3O/I9 
Rent  11/1/18  -  2/28/19 
L.  A.  .3S^1-M  ..  ' 
Draftsd;7/l5/lS 
■.lieq..  5-W  Lab.  Supplies 


Req.  8-W  Stationery 
Resigned  8/15/I8 
Salary  3/1/19  -  6/30/I9 

A.  GS9t-M 
Req.  15-W  S^plies 


1552.50 


•SIC'C  .  00 
"1800.00 

1620. CO 

li^.OO. 
1200.00 
9OC.OO 

533.33 
200.00 

233-33 
1500.00- 

U2.5C 


1552.50 

12169.15 

17.50 

200.00 

200. CC 

1752.50 

12386. 76 

175.00 

8.80 

1752.5c 

1257c.  50 

ACGOUIJT.OF       A.  No.  (T.  R.  FRYE,) 

.Fiscal  Year.  Ending  Jvne  30,  I5I9 


Date 


Enter 

ed 

Payee 

isie 

July 

1 

2 

Uiidervyood  Co. 

6 

TiiO;iipson  &  Slater 

9 

Belfast  Studio 

10 

Or,  H,   St  rat  ton 

17 

Rollins  &  Huglies 

IS 

L.  P,,  Naylor 

20 

R .  D,  Hanson 

31 

Denver  Gas  Co. 

31 

Totals  to  date 

Aug. 

5 

Rollins  &  Hughes 

7 

T.  R.  Frye 

Items  Debits       Credits  Balance 


.  Original,  amoiiit  I5OO.CO  1500,00 

R'eci.  1-F  Repairs'  _        .        6. 50 

Req.'  6-F  Supplies      '  ^  5-90 

Req.  10-F  Pliotographs  '       3. 00 

...Hsq.  11-F, Engine  Oil.  3..IO  : 

•  Req;:  15~F'  JoV    ,  2.00 

■Req.  l6-,F:?olarine  Oil  2.Uo 

Req.-  17-F;:..Job  ^^'^ 


Gas,'  July:  "bill 


1500.00        bb. S5  1^33.15 


Ge„rag,e'  &  gasoline'  ,  '  '  l6,^5 
Reimbursement.  (July)  27.65 


JOIOT  EXPENSE  ACCOUNT,  OF  GRAIN  SUPERVISION 
Fiscal  Year  Ending  June  , 30,  I9I9  . 


.Date  ■  ■    .    .  ' 

Entered  Payee  Items  Debits        CredJ.ts  Balance 

191s  ^  ^  ~  ~; 

July    1  Inventory  of  s-ugpplies  t-urned  into  joint  stock 

^1  FredMcKee  Salary  (I/3) 

1  H.  J.  Brewer  Salary  (l/3) 

1  Davis  Realty  Co.  Rent 

1  Lillian  Osborne  Salary  (I/3) 

1  Tillie  Fiagill  Salary  (I/3) 

6  Thompson  &  Slater  Req,  6-F  Supplies 
31         Totals  and  balance  to  date  2023.33      2520,25  497-53 

Aug.     5  Denver  Telephone  Co.  Ji.ily  service  (l/3) 

6  City  Electric  Co.  July  current  •-.;'3) 

7  Lilly  Laundry  Co.  July  towel  service  (l/3) 
.  S  American  Ice  Co,  July  ice  (l/3) 

9  Washington  office  Req.  2-W  Stationery 


Debits 

Credits 

■  48.30 

533.33 

533.33 

200.00 

200 . 00 

910.00 

833 . 33 

300.00 

900.00 

SO.  00 

5.90 

2023.33 

2520,86 

5.50 

1.10 

2.  CO 

2.00 

17.60 

OF  COST  ACCOUl'IT  OF  LIVE  STOCK  A2TD  MEATS,  DENVER 
Fiscal  Year  Ending  June  30,  I919 


Date 
En  oared 

Payee 

191s 

July 

1' 

Henry  Orth 

1 

A.  B,  Linger 

1 

C .  ■  0 . ,  Jackson 

1 

Fred.McKee 

1 

H.  >S,  Milstead 

1 

J.  E.  ■■  Doran 

•1 

•i. 

I'^ie/Thonipson 

R.  ;  L,  Chandler 

Tillis  Mi^i  llv', 

1 

IS 

Wash.ifi£tor  office 

25 

31 

Totals  to  date 

Aug. 

1 

C.  0,  Jackson 

1 

M.  R.  Dixon 

13 

Washington  office 

17 

A.  B.  Linger 

3i 

Totals  to  date 

Sept 

.  5 

Washington  office 

:.k 

Tillie  Ifegill .  ,  . 

16 

Mary  6'  Brien 

zk 

Wa shin^t on  0 f f  i  c e 

3C 

:Carried  forv'vard 

 Items  

Salary  l/l/lS  -  '6/30/19'- 
Salary  7/1 /IS  -  6/30/I9 
Salary  7/1 /IS  -  -6/30/19 
Salary  II/I/I8  -  2/2S/19 
Salary  7 /I /IS  -  6/30/I9 
Salary  7/l/lS  -  5/30/19 
Salary  7/l/lS' - -6/3O/I9 
Salary  7/l/lSv-  g/30/19 
Salary  7/l/lS  -  6/30/I9 
L.  A,  No,  317-M 
Rent  7/1/lS  10/31/lS 
Req,  'j-W Electric  fan 
Req.  6-W  Stationery 


Deoits 


Transferred  8/ 13/lS 
Salary  S/I/IS-6/30/I9 
Req.  9-W  folders 
L.  A.  No.  II78-I.I 


OCOOO.OC 


1^85.00 


Req.  13 -W  Mimeo  ink 

Resigned  9/15/lS-  I9C.OC 

Salary  9 /1 6/1 8  -  6,'30/l9 

Req.  l$-W.Misc.  supplies 


Credits 

225c. 00 

1300.00 

■  1620.00 

533.33 
1200.00 

600.00- 

1000.00 

2UO.00 
1500.00 

S33.33 

20.^ 
11. -0 

12:^9.01 


13 20. CO 

3.12 

U5.C0 


Total 

Net 
Credit; 


12149.0: 


13517.13  12032.1: 

10.5c 

190. CO 
'  80-70 


ib75.co     13753:33  12123.33 


Fiscal  Year, Eliding  June  30,  I919 


Date 

Sit  jroi  Paye>3  ^      ..  .  ItaTus                         "     '    LePits"  Credits  Balance: 

'  ■■    ■  ■ "                                     ...          ;  ■ 

Jvly    1                                    Original  aitc-ont     '               .1500.00  ..."  I5OO.CO 

5    City  Electi-i6..C6.      Eeq.  3-F  Elect r-ic  iaiTrps '  3-30- 

5    Westari  Pr^jLg'C.o;.        Eeq..  4-F  V^ood  Alcohol        .    .  I.50 

8   AddreasGgrapii  Co.      Bea-.-..8-P  Job                  ;  •.  .90. 

15    Office  Supply  Co..-     Req,..  i3-F  L.  L.  .Bindeir ''"^.'1'  {:  5.20 

19    Carter  Transfer '.Cc,  Eeq.,.  IJ-F  Cartage"  Z-.OO--' ■ 

23    Office  Supply  Co:      Eeq.,  I9-F  1  qt.  Inlc                   ', ,;,   1.00' 

31         Totals  to  .JatQ- and' laalance  150d.;i00    "     I3.90  lUs6.10 

Aug.     3    Henry  Orth                 EeimTDursensnt ••  ( July)      ~  19-30 


■      T-'      -  ■  ■ 

ACCOUNT  OF  L.  A.  NO.   IIJS-M  (A.  B.  LINGSE) 


Fiscal  Year  Ending  J-uhe.  30 , .  .I919 


re,  te                                               :   ■         '  ^  .        .     .  : 

Entered  Payee  ■  .1  terns  .  Debits  ,      Credits  Balance 

191s                                                                          ,,   ...  •  ■  .   •  - 

Aug.  27                                     Original  amount  U5.OO  ^5.00 

29    D.  &  E.  G.  E.E.          T.  E.  il.ll2]>6l  6.30 

29    Pullman  Co.                T.  E.  #A712362  -95 

Sept.  4    D.  &R.  G.  E.E.          T.  E.  #A712363  ^oC 

k    P^jlliran  Co.                T .  E .  #A71236ij-  .95 

6    A.  B.  Linger              Eeimbursement  acct.  2^,70 

9                                      Disallowance  -20 

Balance  cancelled    6.00 

545.20  55T20  00000.00 
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JOINT  EXPENSE  ACCOUN!:  OF  LIVE  STOCK  AHD  MEATS 
■  '^"^Tscal  Year  Ending  Jme  30,  I9.I9 


'  "Dat8      '   '  ■   "  -  ■ 

Entered  Payee  I  terns   Debit  s        Credits  Balajice 

151s  ~" 

J-jly    1    Inventory"  of  sijpplies  t-amed  into  joint  stock  II6.OO 

1    FredMcKee  .  Salary  (I/3  time)  533-33  533-33 

1    J.  E.  Boran                  .  Salary       tir.e)  300.00  6C0.00 

1'  Isabel  Lonohoe                -  ^  time                        .  500.00 

r"  Marie  Thon^son  Salary  (J  time)    :  500.00  1000.00 

•I  '  Tillie  Ife-gill  Salary  (I/3  time)  80.00  SUc.OO 

1 '  -.Ifeivis  Realty  Go.  Rent   •  680.00  333-33 

1   -Lillian  Osborne  1/3  time    ^  300.00 

3  '  G.  A.  Padgett  Req.  2- F  Cheesecloth  .67 

-5'  Western  Drug  Co.  Req.  4-F  ^ood  Alcohol  .75  I.50 

S'Addres so graph  Co.  Req.  S-F  Job  {^)  .       -^5  -30 
13    Amar.  Ivlultigraph  Sales 

Co.  Req.  12-F  Job  (|)  12.00 

23    Office  S'C2)ply  Co.  Req.  18-F  1  qt.  ink  1.00 

25    Washington  office  Req.  6-W  Stationery    11 

31         Totals  and  balance  to  date  2907.2C      333 7 --5  U3C.26 

Aug.     5    Denver  Telephone  Co.  July  service  (l/3)  5-50 

5    Thelna  Higgins  Services  (^)  21.00 

b    City  Electric  Go.  July  current  (I/3)  1.10 

7    Lilly  Laundry  Co.  July  towel  service  (I/3)  2.00 

7    Joint  stock  Stationers'-  3-17 

S    American  Ice  Co.  July  ice  (I/3)  2.00 

13,  Washington  office  Req.  S-W  folders  3.12 
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SUM\^/lRY"ACCOmT,:OP  DENVER  JOIOT  OFFICE 
Fiscal  Year  Ending  June  30,  19 19' 


Ent.  

Jioiy  31, 
31 
31 
31 


Payee 


I.t.  ems 


Debits 


Credits 


Total 
Net 
Credits 


ly^rket  Surveys  ■ 
- G- J-P in  S tjj <srvisi6n        '  ■ 
Li  e S  t  c     '  and  Meat  s 
. /G-i-a,nd"totali3' to  date 


Aug.  31    Kferfeet,  Survey s-'"--"  • 

31  ■  Grain '  Super  ■'.'Is  ion-    ■"  "  ■: 
31  ■  Live  /?took  and  Meats"  - 
31.    -  , ''C-rand,  totals  ■to  'da-te 

Sept. 30    Market  "Surveys  ■  ■■ 
30    Gr.rs.iii  £u."  3:: vision 
Live  ,  S  tock,  and  Meats 
Grand  totals  to  "'date 


30 
.  30 


Oct. . 31 
31 


)VIa-r?iet  Sui-veys 


.Tfjervision 


-31 


Li:;"e  Stock  and' Meats 
31 ,    . .    G-rand  totals  to'  date 


Nov.  30 

.;30- 

.30 

Dec.  '31 

31 
31 

•  31 


I/iarket  Surveys 
G-j.-a:".n-  Supervision 
iiive  Stock  and-  Meats 
. Grand  totals  to  dats' 

Market  Surveys  '■■ 
,G-rain.S\T^.er'•i■.^ion  ■ 
Live,  Bio 6k  aind-  Meats- 


;Total,s  to  date 


Grand.. totals  -carried  forward 


date 

: .1552.50 

date 

date 

325.00 

date  . 

1752.50 

date 

1^35.00 

.  35p2. 50 

date 

■  325.90 

date 

1752.50 

date 

1675.00 

3753.40 

date 

■  325.90 

date 

1752.50 

date 

1675,00 

.  3753.40 

date 

325. '90 

date 

1752.50 

date 

1675.00 

3753.40 

date  ,', 

■325.90 

date.  . 

1752.50 

dat«3. 

1675-00 

-    ...  ■•3753.^ 

■1051s.  17  ■ 
12169.16 

_12l49,0l 

3ksWJ^  332S3.gi+ 

11119.79 

12336.76  ■ 
13517-13 

37023.62  33U61.IS 

.11160.15  ■  ^ 
12570.56  -■■ 

i379g-33  -- 
37529'To^  33775-61+ 

11193.55-  • 
12597.06 
13846.45  • 
37637T06  33933.66 

1126s. 5 5 
12782. 06 

14053-53 

3S110.14  34356.74 

11230,15 
12795-46  . 
14544.23 

33619.34  34s66.44 
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It  is  "oeliavad  that, ,..:>vith..  the  following  explanations,  t>-ss 3  ac- 
cc-onts  nay  "be  clearly  Tenders  too  d. 

Ihe  first  four  items  of  the  record-of-cost  accc-jnt  fcr  j(fe.rket 
S-oa:rey3  are  credits  for  salary  liabilities  for  the  entire  fiscal  year 
for  ainployees  who  serve  this  division  excliisively . 

The  fifth  item  is  for  the  salary  of  a  messenger  boy  fcr  the  first 
eight  months -Of  the  fiscal  year.    This  boy' s  services  are  shared  '-vit- 
Grain  Supervision..    It  is  estimated  that  he  does  about  twice  as  Eradh 
v/orh  for  VhrKet  Si:j-veys  as  for  G-rain '.Si^jervision,  L^rket  S-jrveys  there- 
fore pa^-ing  tv.-c-thirds  of  his  salary'.     It  will  be  noted  ^J?;cn  the  reccrd- 
of-cost  acco-unt  of  federal  Grain  Supervision  that  a  credit  item  of 
$200.00  is  entered  as  a  liability  for  his  salary  for  the  last  third  of 
the  fiscal  year.    .CcrrespondLng  debit  and  credit  entries  also  are  made 
upon  the  joinx;  e>:pense  accc^jnts  of  bc.th  projects,  crediting  that  of 
I^.'arket  Surveys  v;ith  $400.00'  salary  to.  be  paid  to  this  boy,  and  debiting 
it  v/ith  _$^jO.OO  for  two- thirds  of  his  time,  while  ns-king  a  corresponding 
credit  a-nd  debit  upon  the  joint  eicpense  account  of  Federal  Grain  S-c^er- 
vision  for  one- third  of  his  time  and  one--third  of  his  salary,  the  latter 
amounting  to  $200.00. 

The  sixth  item^  i:pon  the  record-of-cost  account  of.  llarket  Surveys 
is  fcr  one- third  of  the  salary  of  the  joint  head  clerk.     It  vrill  be  noted 
uha-c  a  credit  item. for  another  -il-iird  of .  his  salary'  is  entered  -jpon  the 
record-cf-cost -accO-unt  of  Federal  Grain  Supervision,  and  for  the  remain- 
ing third  upon  the  . record-of-cost  acccu.it  cf  Live  .Stock  and  I-'eats.  Cor- 
responding credit '-ent rie s  f err  the  salary  liability  and  debit  entries  fcr 
one- third  of  his  time  are  entered  -cQpon  the  joint  expense  accc-jnt  cf  each 
division.  ,         -  ■ 

The  seventh -item  is  for  the  salary  of  an  operator  in  the  macliine 
rcon  .f  or  the-  entii*e;  year .  .  The  'services  of  this  operator  are  shared  with 
the  other  division  issuing  market  reports,  i.  e.  ,  Live  Stock  and  Meats, 
althou^i  the  entire,  salary  is  paid  by  Ivlarket  Surveys.    It  -all  be  noticed 
that  the  joint  e;Xpense  account  cf  I/fe-rket  S-orveys-  contains  a  credit,  ar.zry 
of  <j>l,CCC  f  or.  the  ehtire  salary  of  this  opera Tcor,  and  a  debit  entry  cf 
$500  ..00  for  oner  half  of  her  time.    The"  joint  e.-rpense  acco-x-.t  Q:f  •  Live  , 
Stock  and  Meats  shows  a  debit  entry  of  $500. CO  fcr  one-r^-lf  cf  her  time, 
but  no  credit  entiy. 

In  this  coni-.ection  attention  may  be  called  to  a  similar  enti;;.'  cn 
the  record-of-cost  account  of  Live  Stock  and  Meats  where  the  sit-:iation 
is  exactly  reversed.    Tlie  seventh  item  cn  this  acccunt  is  a  crediv  cf 
$1,GC0  for  the  salary  for  the  entire  fiscal  year  cf  an  operator  in  the 
machine  room  whose  services  are  siiared  with  I^iarket  Surveys.  Tl^erefcre, 
the  joint  eicpense  acccjiit  of  Live  Stock  and  Meats  contains  an  item  fcr 
this  ecployee,  crediting  $1000  for  her  salary-  and  debiting  fcr  cne- 

haif  of  her  time. 
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The  eighHiL  item  of  the  record-of-ccs  t  acccur.t  of  t/!arket  Surveys 
is  an  entry  of  the  liaM  la  ty-'-^f  or  "  the  operating  authori  zat ion  .issued  to 
the  representative  in  chfe-rge 'of  this,  project  "branch.  ,  This  entry  is  for. 
the  entire  amoun.t  of  ^-rnon-ey  which  niay  "be  expended  under-  the  authorization, 
■rhe  act'Tjal  expenses  under  this  authorization. are  covered  in  a  s.upple- 
uiental  account,  vtoich  is  attached,  and  which  will  .^e  explained  "below.  ■  -.. 

'  The  ninth  -item  is.  for  rent.'    The  items  for  rent  on  this  and  the 
other  accotcits  are  ■  arranged  on  the  pre.s-uri:ption  -that  the  "division  branches 
represented  sha.re  -the  space  tgpon.  an  iineq.ml.',  hasis ,.  but  that  each  pays  one- 
third 'Gf- the  Pent.     -The  .credit  .entities  for'the  rent  to  b.e  paid  by  each 
vdll  "be  found  upo.n'.  the  .respective'  record-of-cqst  accounts.    The  entries 
foi*  the^  space  actiaally  used;,  including  an  estimated  assessment  for  the 
respective  "sliares  of  .joint  spa.ce,  will  be  fouiid  as  debit  items  upon  the 
vai^ious  joint;. expense' accounts., 

The  following  item,  the  tenth,  is  a  credit  for  the  letter  of 
authorization  for      short  trip,  issiied  to  an  assistant. 

■  The  next  three  items  ,  are  .-for .  requisitions  drawn  on  the  Washington 
office.    He'q,uisitions  1-W  and  .^-W  are.  for  supplies  which  are  to  be  turned 
in. 'to  the'  joint,  stock.  ■  These  items,  therefore,  are  credited  upon-  the. 
."ioint  expense  account  of  Iv^rket  Surveys,    Requisition  2-W  is  for  an  ink- 
stand for  the  use  of  this  division  alone,  and  does  not  appear  -upon  the 
joint  expense  :.acco'ant,.  •  .  .   .  _ 

'■-•■The  material  ordered  upon  requisitions  7-W,  lO-W,  11-W,.  12-W  and 
ih-W  is  to  be  placed  in  the  joint  .stock,  and, .all  these  items,  therefore, 
shoxild  be  entered  as  credits  .-op on  the,  .joint.. expense  account  of  I'/Iarket 
Surveys.     The  September  items  are  not- actmlly  so  entered  since  the  joint 
expense  acco-jnts  are  not  carried  that  far. 

The  item  dated  August  14,  consisting  of  a  debit  of  $325.00  for 
the  salary  of  H.  J.  Brewer  is  c^^used  by  his  resignation  after  serving  for 
a  month  and  a  half,     This .  releases  $325  of  the  $^0  liability  entered  as 
item  No.  5  referred  to  above.     The  .dtem^  entered  August  23  is  for  the 
salary  of  his  successor  who  is  enployed  at  the  same  ra.te,  but  v^-ho  did  not 
report  for  duty  tmtil  September  1.    A  corresponding  debit  entry  for 
Brev/er'  s  canceled  salary  liability  and  credit  entry  for  his  time,  and 
credit  entry;  for  McCoy's,  salary  liability  and  debit  entry  for  his  time  are 
made  upon  the  joint  e;cpense  accouat  of  Market  Surveys.     The  necessary 
entries  covering  the  .resignation  of  Brev/er  and  the  appointment  of  McCoy 
for  the  last  third  of  the  year  are  nade  upon  the  record-cf-cost  acco^mt 
of  Federal  Grain  Supervision,  and  would  be  made  upon  the  joint  expense  account 
if  that  ViTere  rrade  out  to  the  dates  involved. 

The  debit  entry  of  September  25  comes  from,  the  cancellation  of  the 
tinexp ended  balance  of  letter  of  authorization  No.  723.     Since  the  entire 
amount  of  this  authorization  was  entered  upon  July  J  a,s  a  liability  (or 
a  credit)  against  this  account,   the  canceled  balance  should  be  entered  as 
a  debit. 
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...  K^e.iterrl,  of'.  September  22  ^is  for  frei&it  upon  the  shipment  of 
mimeograph,  pap.er  ordered,  on  req-'oi  sit  ion  lO-W  entered 'onder  date  of 
Angusi  US...,  ;.'-Sl3.'^ce.'t3iiS:  mimeograph  paper  v/as  turned  in  to  the  joint 
steel:,  the  expense  for „f weight' is  credited  on  the 'joint  expense  ac- 
co-mt  of  ■Ife.rket  .^Suryeys.-  .-  ■ . 

; The,  account,  of  let,ter  of  authorization  No.  276-M,  ;vhich  is  the 
operating  authorization  for  the  .I-ferket  Surveys  division,  is  nearly  self- 
.e^rplanatory.    Requisitions  3-F.and  12-F  are  for  supplies  and  repairs, 
respectively,  for  use  in  the  machine  room.     Since  Federal  Grain  S-ujjer- 
vision  is  net  interested  in  .any  way  in  the  machine  room,  charges  for  ex- 
penses; connected  with  its  maintenance,  are  divided  "bet'.veen  the  other  two 
divisions.  ■  Iherefore,  the  accounts  paid  on  these  two  re^iuisitions  are 
credited  on  the  joint  expense  account  of  Iferket  Surveys  and  half  of  each 
is  debited  on  the  joint  e;cpense  account  of  Market  Surveys  and  half  on 
tliat  of  Live  Stock  and  Meats. 

Tlielra,  Iliggins  was  an  operator  in  the  machine  room,  einployed 
ter.porarily,  under,  this  authorization.    The  credit  for  the  amo-iont  paid 
her  is  entered  upon  the  joint  expense  account  of  I.fa.rket  Surveys,  and  a 
debit  for  half  0;f  ; this  amount  is  entered  upon  that  acccuat  and  "upcr.  the 
joint,  expense  account  of  Live  Stock  and  Meats. 

The  items  for  messenger  service  and  for  reimbursement  are 
division  items  only.    The  entries  for  electric  current,  for  towel  service 
and  .for  ice  are  joint  items  for  services  shared  by  the  entire  branch  of- 
fice.   Credit  entries,  therefore,  are  made  ■upon  the  joint  expense  account 
of  I/Iarket  Surveys,  and  a  debit  entry  of  one-third  of  each  of  the  respec- 
tive amiOijaits  is  entered  upon  , the  joint  expense  account  of  each  division. 

T7ith  these  explanations  and  with  the  other  project  accounts  at 
hand,  it  is  hoped,  that^all  of  the  details  of  this  sample  set  may  be  'jnder 

stood.      ■  .  " 

Administrative  Assistanrv 
In' Charge  of  Operation. 


UNITED  StAtES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 

I1IF0EMA.TI01T  CIECUIAE-"- liD'-.  9.  !     .^^S  l: 

FEB  2 

1.  LmSED  WIRE  ^/ESSAGES  FOE  T;OCMi  DELIVERY. 

A  misunderstanding  seems  to  e^dst  at  certain  "branch  offices 
as  to  the  final  form  in  which  leased  wire  telegrams  received  for 
local  delivery  shoxild  "be  prepared.    Messages  have  "been  delivered 
to  outside  parties^  in  exactly  the  same  form  received  at  the  "branch  • 
offices,  incltLdiiig •  that  part  of  the  message  which  is  purely  in- 
s-tiniction  to  the-. irancTa  office,  as  for  instance: 

SURVEYS"..;MILWA"aKEE'  ., 

DELIVER.  EOLLOFIlTC-'l^IESSAC-E  JOM  BROTM  TWO  HUinDRED 
■  •eiX--3ACKS0iT-S'tEEM'  MILWATO^  QUOTE  WILL  ARRIVE  MILY/AUKEE 
■  CONEJJIB^TCE  HOTEE  STRATEOPD  TEN  OCLOCK  MORITIHG  DECHfflER 
E-lVE-'iB/iT^TT). 'CHIEF  BUREAU  im?KETS  UNqUOTE 

BRAND 

"When  such  a  message  has  heen  promptly  telephoned  to  the 
person  addressed,  as  directed  in  instrvictions  contained  in  Bureau 
Memoranda  issued  previously,  it  shordd  "be  copied  upon  a  "received" 
blank  for  delivery  just  as  though  addressed  to  Mr.  Brown  "by  the 
sender  direct,  instead  of  through  the  Bureau  "branch  office.  The 
message  quoted  aoove,  for  instance,  wi-.en  delivered  to  Mr.  Bro'.vn, 
should  shov;  that  it  was  sent  from  Washington,  and  upon  ¥/hat  date 
sent,  and  sho-old  appear: 

JOHT  BR07\flT 

T^^-JO  mT)EED  SIX  JACKSON  STREET 
MILmUEEE 

WILL  AERI^/E  MILY/AUKEE  CONFERENCE  HOTEL  STRATFORD  TEN 
OCLOCZ  MORNIN&  DECH\fflSR  FI\rE 

EE^mL 

CHIEF  BUREAU  MARKETS. 

Branch  offices  are  requested  to  exercise  care  to  see  that 
all  such  telegrams  are  sent  out  in  proper  form  hereafter. 

2.  PAHMTT  OF  ACCOUICTS. 

In  reporting  upon  the  settlement  of  vouchers,  the  final  date 
is  that  given  to  this  Bureau  "by  the  Disbursing  Office  of  the 
Department.    That  date  is  the  date  of  the  check.     It  is  not  gen- 
erally the  date  upon  which  the  check  is  mailed.    As  a  riiJLe,  the 
checks  are  mailed  the  day  following  the  date  of  the  check,  out ,  in 


some  cases,  this  cannot  be  done  ■antil  the  second  daj  follovsrir-g  the 
virriting  of  the  check.    Under  exceptional  conditions,  as  :7hen  a  Sunday 
or  a  holiday  intervenes,  it  nay  "be  three  or  even  four  days  after  tne 
signing  of  the  check  before  it  actually  is  placed  in  the  ra.ils.  Every- 
thing possible  is  done,  however,  in  the  Disbursing  Office  to  expedite 
the  prompt  mailing  of  checks  in  the  settlement  of  accounts. 

3.    BEPOETIII&  Mm  CAITCELLIITG  UNSXPaiDED  B/ILAITCES  PIT  LSTTSHS 
OF  AUTHORIZASIOIL 

Each  officer  of  the  Bureau  to  vtion  a  letter  of  authorisation  is 
issued  for  any  purpose  v/hatevcr,  will  be  responsible  for  keeping  a 
detailed  account  of  the  expenditures  ri:ade  thereunder  \mich  shall 
show  the  balance  reiaaining  unexpended  at  any  tine.    T?hen  letters  of 
authorisation  are  issued  for  single  trips,  or  for  other  work  vZiich 
is  con-pleted  before  the  end  of  the  fiscal  year,  the  Clerk  in  charge 
of  Supplies  and  Acco"ants  shovJ.d  be  advised  through  the  project 
leader,  iniuediately  upon  the  conclusion  of  the  trip  or  «he  co:i5)l3- 
tion  of  the  work  and  the  subioittal  of  all  accoiaits,  to  cancel  the  un- 
expended balance  of  the  authorization  and  place  it  to  the  credit  of 
the  f'iond  from  v.hich  it  was  dravi/n.    These  instr^j'.ctions  to  the  Clerk 
in  charge  of  Supplies  and  Accovnts  should  include  a  statement  of  the 
amount  of  the  balance  on  the  letter  of  authorisation  as  sl'.own  by  the 
account  kept  by  the  officer  to  '.vhom  it  is  issued. 

Beginning  v/ith  Liarch  jl  of  each  year,  each  Project  should  report 
to  the  Chief  of  the  Bureau,  througn  the  Clerk  in  Charge  of  Supplies 
and  Accounts,  the  amount  of  the  uncxpeiided  balar^ce  on  each  operating 
letter  of  authorisation  or  other  authorisation  of  a  general  or  con- 
tinuing nature,  together  with  an  estimate  of  the  probable  amount  of 
expenditure  for  the  remainder  of  the  fiscal  year.    This  will  enable 
the  Chief  of  the  Bureau  to  reduce  liabilities  vjiere  it  is  apparent 
that  more  money  has  been  put  into  ai.  authorisation  than  will  be 
needed,  and  to  make  a  corresponding  amount  of  funds  available  for 
other  purposes. 

IVIIMEOGRAPH  PAPER  AIID  IM:. 

In  a  memorand-um  dated  A-ogust  30,  received  from  Assistant  Secretary 
Oi:.sley,  the  Bureau  was  reauested  to  place  all  orders  for  paper,  printing, 
and  mimieograph  ink  through  the  Bivision  of  P^ablications  of  the  Bcpart- 
mcnt  for  the  sake  of  the  economies  to  be  effected.    Except  in  serious 
emergencies  this  Bureau  always  has  made  it  a  practice  to  centralise 
the  purchase  of  mimeograph  paper  for  its  branch  offices,  "but  in  the 
past  this  has  not  been  done  to  the  same  extent  in  regard  to  mimeograph 
ink.    In  the  future  it  is  recuested  that  offices  operating  mimeographs 
advise  the  Washington  offices  of  their  respective  projects  as  far  in 
advance  as  possible  as  to  their  needs  for  mimeograph  irJ^c.  Under 
emergency  conditions  mimeograph  in>  may  be  p^archascd  in  the  field 
as  heretofore. 
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5-      HESERYIN&  PULLI.IAJT  ACGQM.IODATIOHS, 

Attention  has  been  called  to  the  iDractice  of  eiiiplpyeeG  upon  a 
travel  status  in  sending  leased  wire  messages  to  branch  offices, re- 
questing that  p-allmn  "berths  and  seats  be  recerved.     Ordinai-i.;.y , 
ticket  agents  now  refuse  to  rnako  such  reservations  over  the    olerSiio-rui , 
and  it  generally  involves  a  trip  to  the  ticket  office,  v;hile  even  that 
frequently  is  not  siaccossful.    T/here  it  is  quite  necessary  tc  recurve 
Pullnaan  accorfimodations  at  some  point  ahead  on  the  traveler'^  s  rout 3, 
con]iT.ef cial  wires  should  be  used  and  the  message  addressed  directly 
to  the  ticket  office. 

6.  IffiCORDS  OF  im'S  KEPT  III  BBMCH  OZFICES. 

It  has  just  been  learned  that  in  some  branch  offices  no  record 
is  kept  of  annual  and  sick  leave,  furloughs  •without  pay,  ctcr  ~  of  the 
einployeos  of  the.  respective  bi-ar'-ich  offices.     Such  a  record  should 
be  kept  of  tne  ti:ae  of  every  regularly  appointed  emplcyeec  Oavl 
forms  for  this  use  can  be  secured  upon  request  from  hhe  L.-anch  of 
Operation,     These  forms,  however j  are  not  necessarj'",  as  any  method  of 
keeping  the  records  would  be  satisfactory  if  it  affords  acnr.rate  in- 
formation as  to  the  amount  of  leave  taken  and  the  amo'ont  rer:s,ining. 
which  still  ixay  be  taken  if  approved. 

7.  COUITCII,  OF  K4TI0J\1AL  DFi^'SE  STSTSM. 

A  circular,  dated  October  Ij  1912,  of  the  Council  of  national 
Defense,,  xield  Divisionj  has  been  brought  to  the  attention  z:"  ihe 
various  Bureaus  of  the  Eepar-^ment,     Zhe  Secreta,ry  has  dij. ected  that 
employees  of  the  I'opartment  conform  as  closely  as  possible  to  the 
policy  laid  down  by  t?ae  President  in  the  conduct  and  develojjmont  of 
Departmicnt  activities,  namicly,  that  when  considering  eictonsion  of 
Department  organiz^^'-tion  in  the  State  3,  or  new  work  to  be  dene  in  the 
States  they  d'.,;t ormine  carefully  whether  they  can  not  utilizie  the  State 
council  system,  thus  rendering  nnnececsary  the  creation  of  new  machinery. 
The  Secretary's  office  directs  tha.t  the  attention  of  the  field  forces 
of  the  DepG.rcment  be  called  especially  r,o  the  .recom'uendavion  c-oncern-r 
ing  the  utiliz,ation  of  the  ccunty  a^jd  cormmity  \uaits  of  the  Ocuncil 
of  Defense  system*    A  foot-.-io  '-e  of  tiie  Oirc^iiar  cf  the  C)oiracil_,  a.bove 
referred  tOy  states  that  bai;'. etins ,  jrii'erma^  l--ion  circulars,  ctru,  out-  • 
lining  the  work  tray  be  had  c^pon  application  tc  the  J^'ield  D?. vision  of  the 
Council  of  National  Defense,  lashingtcn,  B,  C. 

G ,    LEAVE  MICH    MA.Y  3E  AlLOWM)  OLT  S;SPAil,4.T  101^1  FPOM  THE  SEEVICE-. 

Paragraph  U6  of  the  Ac'ministra  dItc  l^.eg-.  flat  ions  is  amended  to 
read  as  follows,  effective  December       --^IS;;  by  order  of  the 
Secretary,  in  Memorandxm  IJoo  'd-jC ,  dated  iTov.  23,  1913: 


On  separation  frozn  the  Department  "by  resigi^^tion,  trancfer,  or 
any  other  teimination  of  appointment  v/itliout  pre  jadicc  ,  eniployees  _^ 
laay,  in  meritorious  cases j  "be  granted  accru.ed  leave  at  the  rate  of  2-g- 
days  for  each  month  of  service  since  the  first  of  the  calendar  year 
for  employees  in  the  District  of  Columbia  and  I4  days  for  er;r.lo;reec 
outside  of  the  District  of  Colxinibia,  e;:cept  in  such  field  offices  as 
enjoy  egx-al  privileges  -under  the  lav;  with  e::iployees  in  the  District 
of  Col-oEibia.    As  a  rale  more  than  accrij^ed  leave  v.dll  not  "be  granted 
at  the  tine  of  such  separation,  "but  the  Secretary  VTill  consider  a 
recommendation  for  the  v;aiver  of  his  limitation  when  the  einployee 
concerned  has  teen  in  the  Executive  Civil  Service  for  three  years 
or  more,  or  when  there  arc  especially  meritorious  reasons  -.vhy  an 
exception  should  "be  made. 

TTnother  employees  dismissed  from  the  service  for  cause  shall 
lie  allowed  accrued  leave  is  a  matter  to  "bo  determined  by  the  Secre- 
tary, upon  the  recommendation  of  the  Chief  of  "oureau  concerned,  ac- 
cording to  the  circ-umstances  in  each  case.    An  employee  dismissed 
from  the  service  for  cause  may  "be  required,  in  the  discretion  of  the 
Secretary,  to  make  refund  from  his  salary  for  leave  already  tahen  in 


Chief  of  Boreaai. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


mPOEMAiTIOir  CIRCULAR  NO.  10, 


January  15,  1919- 


1.  COHSERYATIOH  OF  HJREAn  YUEDS, 

The  financial  statement  issued  by  the  Clerk  in  Charge  of  Sup- 
plies and  Accounts  snowing  the  condition  of  the  various  appropriations 
for  the  Bureau  of  I/^rkets  as  of  ITovember  30,  191S,  shows  that  under 
many  appropriations  expenditures  have  "been  mde  at  a  rate  v/hich  cannot 
possiljly  "be  continued  throughout  the  rercainder  of  the  fiscal  year. 
Some  projects  already  have  incurred  liaTsilities  in  excess  of  the 
amounts  of  their  respective  allotments.    The  necessity  for  immediate 
retrenchment,  therefore,  is  imperative.    Evei-y  officer  and  employe 
of  the  Bureau  should  take  immediate  and  effective  steps  toward  the 
conservation  of  the  fronds  of  the  Bureau.    No  requests  for  appoint- 
ments constituting  the  esta'olishment  of  new  positions  will  he  approved 
e::ccept  in  the  most  uxrasual  and  urgent  cases.    It  mast  "be  shown  clearly 
and  conclusively,  to  the  satisfaction  of  the  Chief  of  Bureau,  that  in 
each  case  the  increase  is  a'bsolutely  necessary  for  the  continuation 
of  v/ork  already  authorized. 

2.  REVISED  ROUTING  OF  FAY  ROLLS  AED  SALARY.  EEDBIIRBSI.IEM? .  MP  FORM  5 
VOUCHERS. 

Hereafter,  single  copies  of  all  vouchers  charged  against  let- 
ters of  authorization,  including  salary  vouchers ,  reimbursement  vouch- 
ers, and  Fom  5  vouchers,  should  "be  sent  to  the  office  of  the  project 
or  division  leader  in  Washington.    After  being  examined  in  that  office, 
they  will  be  forwarded  to  the  Section  of  Supplies  and  Acco'jnts  for 
auditing.    Tbey  then  will  be  transmitted  to  the  Administrative  Assist- 
ant in  Charge  of  Operation  for  approval  as.  Acting'  Chief  of  Bureau,  and 
returned  to  Supplies  and  Accounts  for  entry,  and  then  transmitted  to 
the  Division  of  Accounts  of  the  Department  for  payment.    Letters  in 
regard  to  suspensions  will  be  transmitted  by  the  Clerk  in  Charge  of 
Supplies  and  Accounts  to  the  claimant  through  the  project  or  division 
leader. 

Field  pay  rolls  and  Form  3  salary  vouchers  for  employes  serv- 
ing in  the  field  under  appointment  will  be  prepared  in  duplicate  and 
mailed  directly  to  the  Clerk  in  Charge  of  Supplies  and  Accounts.  2he 
regular  monthly  pay  rolls  will  be  mailed  early  enough  so  that  they  will 
be  received  in  the  Section  of  Supplies  and  Accounts  not  later  than  the 
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tvirenty-f if th  of  tlae  month  tlaat  they  are  to  cover.    Fore  shciild. 
"be  nailed,  proarptly  from  each  hrai-ch  office  directly  to  the  Section  of 
Supplies  and  Acco-onts  v/henever  necessary.    TThen  there  is  any  danger 
of  overpa'^/ments  othervri-se  "being  made,  the  Clerk  in  Charge  of  Stroplies 
and  Acco-onts  should  he  notified  hy  telegraph  of  any  resignations, 
deaths,  leave  without  pay,  or  of  any  instance  in  v/hich,  for  any  reason, 
an  enroloye  is  unexpectedly  placed  upon  any  status  vjhich  involves  any 
reduction  in  pay.     In  the  Section  of  Supplies  and  Accounts  the  field 
pay  rolls  will  be  examined  proinptly,  checked  carefully  and  forwarded 
xipon  the  last  day  of  the  month  to  the  Dishiaxsing  Office  of  the  Depart- 
ment for  payranet.    A-ny  corrections  or  changes  made  upon  the  original 
copy  will  be  reproduced  carefully  -upon  the  carbon  copy  of  the  pay  roll, 
which  v/ill  be  retained  by  the  Section  of  Supplies  and  Accounts  for  use 
in  fflalcing  the  proper  entries  upon  the  financial  and  other  records. 
It  then  will  be  sent  to  the  office  of  the  project  or  division  operat- 
ing the  brancdi  office  for  the  information  of  that  project  or  division. 
After  having  been  noted  and  initialed  in  that  project,  it  will  bo  re- 
turaed  to  the  Section  of  Supplies  and  Acco^'jats.    Th.e  carbon  copies 
of  pay  rollo  from  joint  branch  offices  will  be  circ^alated  among  and 
initialed  by  s-11  of  the  projects  or  divisions  concerned,  and  then  re- 
turned to  the  Section  of  Supplies  and  Accounts.    r!herever  desired, 
individual  divisions  ©-r  projects  may  arrange  v/ith  their  branch  offices 
or  with  the  head  clerk  of  joint  offices  for  a  separate  memorandan 
statement  of  pay  rolls  for  their  own  eniployes,  to  be  riaile<i  directly 
to  the  project  or  division  at  the  same  time  the  regular  pay  roll  and 
carbon  arc  mailed  to  the  Section  of  Supplies  and  Accounts. 

In  the  case  of  the  offices  of  Federal  Grain  Sv^jervision,  an 
exception  is  roade  to  the  above  rules  in  so  far       concerns  pay  rolls. 
Tlic  original  and  the  carbon  copy  of  pay  rolls  of  offices  of  Federal 
Grain  Supervision,  ;\hen  they  arc  not  included  in  the  pay  rolls  of  joint 
offices,  isay  be  sent  directly  to  the  Washington  office  of  Federal 
Grain  Supervision,  provided  they  reach  that  office  not  later  than  the 
twenty-fourth  day  of  the  month  which  they  are  to  cover.    This  exer- 
tion is  made  v/ith  the  mderstanding  that  the  TTashington  office  of 
Federal  Grain  Supervision  will  have  both  original  and  carbon  in  the 
Section  of  Si^jplies  and  Accounts  upon  the  twenty-fifth  day  of  the  lacnth, 
the  latest  date  permissable  for  the  pay  rolls  of  other  branch  offices, 
and  thereafter  their  pay  rolls  v/ill  be  handled  in  accordance  with  the 
procedure  outlined  above. 

3-    ..PROPER  PBEPARATIOIT  OF  FTTT.n  PAY  BOLLS  MIL  SALARY  VOUCHERS. 

\lDaerever  salary  vouchers  or  pay  rolls  arc  prepared,  a  record 
ghouLd  be  kept  for  each  en^jloye  whose  name  is  to  be  included,  civing 
the  following  inf orcaation: 

1.  The  name  exactly  as  it  appears  in  the  notification  of 
appointment, 

2.  The  date  of  the  notification  of  appointment. 

3.  The  title  or  designation  as  it  appears  in  the  appoint- 
ment. 

^»      The  rate  of  pay  and  whether  per  dicsii,  per  month,  or  per  a= 
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5*  13  possible  that  for  other  uses  informatiori  in  re- 

gard to  other  points  might  "be  kept  in  connection  with 
this  record,  as  for  instance,  the  State  of  which  the 
appointee  is  a  citizen,  hut  at  least  the  inforrcation 
required  ahove  sho^xld  he  kept  for  use  in  the  prepara- 
tion of  pay  rolls  and  salary  vouchers. 

In  filling  out  the  pay  roll,  the  first  hlank  at  the  top  should 
give  the  name  of  the  city  and  the  State  in  \;h.ich  the  branch  office  is 
located.    The  next  two  blanks  should  contain,  respectively,  the  month, 
day  and  year  of  the  beginning  of  the  period  covered  and  the  month, 
day  and  year  of  the  end  of  the  period  covered.    The  blanks  for  the 
names  of  the  appropriations  should  not  be  filled  in  until  the  pay  roll 
reaches  the  Section  of  Supplies  and  Accounts.     In  the  colvum  under 
"Karnes",  the  first  time  an  appointee's  name  appears  on  a  pay  roll, 
it  should  be  exactly  the  same  as  it  appeared  on  the  appointm€int« 
After  that,  it  is  permitted  that  only  initials  be  used  rather  than 
writing  the  Christian  name  in  full,  if  this  is  desired. 

In  the  column  headed  "Address  to  which  check  is  to  be  mailed", 
the  address  to  which  the  check  is  to  be  mailed  should  bo  given.  This 
address  should  be  definite  and  complete,  sufficient  in  every  v/ay  to 
asff'jjL-e  prOEipt  delivery  of  any  letter  bearing  it.    ITherever  possible, 
the  following  infoimation  should  be  given!    Boom  number,  name  of 
building,  street  number,  and  name  of  street.    Since  the  names  of  the 
city  and  State  appear  at  the  head  of  the  pay  roll,  it  will  not  be 
necessary  to  repeat  them  in  this  column  for  each  name. 

In  this  connection,  it  is  suggested  that  all  checks  bo  sent  to 
the  office,  so  that  their  receipt  may  be  noted  by  the  officer  in  charge 
or  the  head  clerk.    Telegraphic  inq.uiries  have  b^en  made  in  the  past 
in  regard  to  checks  which  had  been  received  at  the  home  addresses  of 
employes. 

"Authorization  number  with  date".    Ordinarily  this  column  should 
be  used  for  the  date  of  the  notification  of  appointment.    It  is  in  this 
column  that  many  errors  frequently  arc  made.    A  very  common  error  is  to 
use  the  date  upon  -.vhich  the  appointment  becomes  effective,  or  possibly 
the  date  upon  which  the  appointee  reports  for  duty,    TJhat  mast  be  given 
is  the  date  of  the  paper  signed  by  the  Appointment  Clerk  of  the  Depart- 
ment containing  the  official  notification  of  the  appointment.    This  date 
appears  at  the  top  of  the  paper  in  the  same  relative  position  as  the 
date  of  an  ordinary  letter,    Ihcn  there  is  included  upon  the  pay  roll 
the  name  of  a  person  employed  under  a  letter  of  authorization,  this 
column  should  contain  the  number  of  the  letter  of  authorization  and 
its  date, 

"Title  or  designation".      The  title  contained  in  the  notifica- 
tion of  appointment  constitutes  the  official  title  which  must  be  used 
in  this  column.    The  only  change  v;hich  may  be  miide  is  included  in  the 
use  of  necessary  and  intelligible  abbreviations,  as  "Sc.  Asst."  for 
Scientific  Assistant,  etc.    Tflaen  the  employe  is  to  be  paid  under  an 
authorization  and  has  no  official  title,  the  title  or  designation 
assigned  should  be  one  already  establislied  or  recognized  in  this  Bureau. 
In  this  corjnectioh'  it  niay  be  noted  that  sucQa  titles  as  Emergency  Clerk, 
Temporary  Clerk,  Special  Assistant,  etc.,  are  not  recognized  and  al- 
ways necessitate  a  change  or  correction  being  made  in  the  Section  of 
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Supplies  and  Acco-unts,    Siich- titles  as.  Clerk,,  Telagrapr.  Operator, 
Ivlessenger  Boy,  SMlled  La'oarcr,  Unskilled  Le/Dorer i;-J2;iicatin~  Machine 
Operator,  etc. ,  .  sruould  "be  •'J.scd..  . 

La  tlae  col-L:ann  for  "Bate  cf  .^SijV,  caita  siiO-old. .tie  e^rercised  to 
get  tiac  exact  rafe  given  ir*  trie  appointnenti  gilo^7ins:  r«5icth.er  per  iieci, 
per  month  or  per  annun. 

"Period  of  service"  sho-old  show  the  first  date  in  the  coltc-n 
■under,  "f torn'' ,  and  the  last  date  in  the  ccl-cucn  T'Jider  "to".  Under 
■"lifumber  of.,  days"  shcrold  be  giren  the  nam'ber  of  da^s  for  vjhich.  parent 
is  roade- in  the  c^^se  of  per  diem  employes,  and  the  total  nmiber  .of  is^ys 
in  the  case-  of -einployes- 'paid  per  iconth  or  per  anrrun.    3ais  v^rill  he  . 
31  days  in  a  31-day  month.    A  conEion  error  is  to  place. .in  thiff  coluruc. 
the  mrr.'ber  "30  for  a -31- day  month,  since  in  s"iich  Eoonths  per  inonth  and: 
per  annum  eraployees  are  paid  for  only  30  ^is-ys.    However,  the  total  . 
n-urabo-r  of  days,  -or  yi,  is  desired  in  such  cases. 

■■    The-  coltunn  imder  "Hegular  compensation"  sho-uld  "ho  filled  in  with 
the  amount  due  the  eirploye  for  the  period  indicated  at  the  rate  of  his 
•regular' hasic  rate  of  pay  as  shown  under  the  "Rate  of  pay",  column  for 
the  p&riod  of  service  covered,  .  : 

'    The  ."Increa'se  of  compensation"  colmm  sho-uld  not  he  filled  In 
nor  ishould  the  column  under  "Total  amount  paid"»    'Hhen,  employes  are 
placed  on  rolls  for'  less  than  the  full  period,  the  "Remarks"  colum 
should  show  reasons  for  deduction.    The  remainder  of  the.,  sh est  also 
should  he  left  blank,  ■ 

On  the  Eoim  No,  3'  voucher  the  blarJks  should  be  filled  in  as  fol- 
lows:   In  the  blanjc  "Bureau,  Division  .or  Olfice",  .the  n£»e  "Bureau  of 
life,rkets"  should  be  insert-ed.  .  The  lines  for  the  name  of-  tie  appro- 
priations or  appropriation  involved  should  be  left  blank.    Eae  line  ■ 
following  the  \70.rd  "to"  should  be  the  name  of  the  payee-    If  it  is  an 
enroloye  serving  uader  appointment,  this  name  should  be  the  same  as 
that  appearing  in  the  official  not  if  iqat  ion  of  his  appointment,  sub- 
ject to  the  c.onditions  and -exoeptions.  described- for  writing  names  in 
the  name  col-umn  on  pay.  rolls*    The  blank  following  the  ^Tcrds  "in  the"" 
•  'should  contain  the  words,  "Bureau  of  ife.rkcts"«    Por  services  rendered 
■under  letters  of  authorization,  the  blank  following  the  word  "-jnder" 
should  contain  the  word  "Authorization".    In  the  blank  following  the 
word  "dated"  should  appear  the  date  of  the  appointment,  if  "the  sei^.'ice 
is  rendered  under  appointment  or  of  the  authorization,  if  it  is  rendered 
under  letter  of  authorization.    The  lule  for  filling  the  dates  covering 
the  period  and  the  rate  of  pay  are  the  same  as  those  for  pa^r  rolls 
given  above.    The  blanlc  for  increased  compensation  si-oruld'not  be  filied 
out,  nor  should  the  total  amount  in  the  "amount"  column*    The  voucher 
should  be  signesd -by  the  claimant  with  his.  name  in.  the  same  form  as  it 
is  given  at  the  top  of  the  voucher,  and  should  be  certified  by  the 
officer  in  charge. 

^.     .SUPPLIES  TO  BE  SECUKED  THROUGE  GSISEAL-  SUFfLY-  COI.g.I[TTlg. 

An  Executive  Order  was  issued  December  3,  ISIS,  providing  that 
the  large  quantities  of  office  material,  supplies  and  eq^^dpment  in  liie 
haiids  of  the  executive  departments,  and  other  establishments  of  the  ■ 
Government  in  the  District  of  Coltimbia  which  will  ia.ll  into  disuse 
because  of  the  cessation  of  war  activities,  or  for  otiier  reasons,  be 


transferred,  to  t'ne  Secretary  of  the  Treasury,  to  be  handled  through 
'the  General  Supply  Conanittee  "f or  the  henefit  of  the  numicipal  and 
government  service  in  the  District  of  Columbia*    Kegalations  have  "been 
drawn  and  a  procedure  established  by  which,  before  any  requisition 
is  drawn  for  supplies  or  material  for  use  in  the  District  of  Colurribiaj 
a  statement  must  be  secured  from  the  General  Supply  Committee  as  to 
whether  or  not  any  item  of  such  an  order  can  be  filled  by  that  committee. 
Transfers  of  funds  will  be  rrade  to  cover  material  purchased  in  this 
manner. 

!IIhe  only  change  that  will  be  necessary/  will  be  that  in  dravdng 
subreq.uests  for  the  purchase  of  equipment  and  supplies  for  the  T7ash- 
ington  office,  one  more  copy  be  made  on  the  regular  green  subrequest 
form.  This  copy  will  go  to  the  Section  pf  Saipplies  and  Accounts  and 
will  allow  the  subrequest  to  be  submitted  immediately  to  the  General 
Supply  Committee  for  certification. 

The  obtaining  of  any  supplies  or  equipment  for  use  in  the  TJaah- 
ington  offices  in  advance  of  the  regular  purchase  requisition  would 
be  in  direct  conflict  with  the  Executive  Order  referred  to  above.  In 
anj!-  case  where  this  is  done,  and  it  becomes  necessary  to  secure  the 
articles  or  supplies  from  the  General  Supply  Committee  instead,  the 
person  responsible  for  securing  the  material  in  advance  of  the  approval 
of  the  requisition  mast  necessarily  settle  therefor  with  the  dealer 
from  his  personal  funds. 

5»      .THE  l^ECESSITY  FOR  DETAILED  ITIHERAHY  EEPORTS, 

The  attention  of  adrndnistiative  officers  of  the  Bureau  has  been 
called  recently  to  the  widely  prevalent  carelessness  displayed  in  the 
preparation  of  itinerary  reports,  submitted  to  cover  travel  performed 
and  used  by  auditors  and  administrative  officers  in  examining  and 
approving  reimbursement  accounts.     These  reports,  when  prepared  in  proper 
form,  also  serve  many  other  useful  pujrposes,  as  m.emoranda  in  preparing 
and  checking  up  rejports  on  res"uJLts  secured  and  for  many  other  purposes 
in  the  divisional  and  general  offices  of  the  Bureau. 

In  many  cases  a  statement  of  a  very  general  nature  is  given  for 
a  single  day  and  dittoed  for  a  number  of  days  following.     In  some  ex- 
treme cases  only  dates  of  reaching  a  city  and  departing  from  it  or  the 
dates  beginning  and  ending  a  certain  period  are  given  at  a.11,  there 
being  left  to  cover  the  intervening  period  only  the  inference  that  the 
employe  was  engaged  in  duties  similar  to  those  performed  upon  the  last 
preceding  date  which  is  given.     In  some  cases  it  even  has  been  necessary 
to  make  large  suspensions  from  reimlnirsement  accounts  because  no  report 
whatever  was  given  for  considerable  periods. 

It  is  desired  that  each  day  be  reported  separately  and  in  suffi- 
cient detail  to  show  during  what  hours  the  employe  was  engaged  upon 
official  business  and  the  nature  of  the  "business . 

6.      BRAITCH  OEEICE  DIEECTORY. 

Information  Circular  Ho«  6,  which  is  a  Directory  of  the  Bureau 
of  Lfe,rkcts,  should  be  brought  up  to  c;ate  by  making  changes  as  indi- 
cated below. 


(over) 


Page  Ctiarge,  Juries  Tf.  Bedicrd,"  vice  ■  Jos s^ii  H,  i'&iCleskey. 

Page  5.  /    .   .  ■-         '  „ 

Imrnediately  after  tixe  project,  "^,^rke^'. llcv/s  Service  on  ^ruius 

and  Yegota'blea"  ,  .insert  the  f  ollovmlg:  .  ;  "  _  ...  • 

City  L^arketlng  ;a/nd..Distribat ion 
In  Ch£4.rge,'W.  'E„  Harrison  '  • 
.  ■  .     -  ■  -4ll  Ous-horu  Eo-ise  ■  ■       '  *  ' 

■•■Tolephcne,  Bt..  Paul  ^220,  Brahch  23_  ■   •.  _ 

Hegistered  teleg?:aphic:  adcjress,  Siarveys  Bui'eau  Isferke-s. 

•Line  2/iander  Boston,  l-'iassachusetts,  strike  o^at  J.  C.  Gil'bert  • 
and  write  the  name,  A.  P.  Corourn.,  .       ■  - 

Under  Operating  Corxiittee ,  A.  P.  'Colcrarn  and  J.  H.  Peters  should 
show  as  Gh^drinan  and  Vice  .Chairraanj  respectively,  in  place  cf  J.  C. 
Gilbert  and  A.  "P,  Colhum. 

Page  .6.  ■  . 
~"  Line  7,  R.  A.  Ely  in  place  of  J.  G.  Gilbert'. .   .  . 

Line  ly,  J,  Ho  Peters  in  place  of  '.7.  0,  Phillips. 
■•  Line  lo,  UOS  in  place  of  4C7 

Line  I'j,  '}2'40  in  place  of  6S3. 

Page.  7. 

Lines  3  ^^d  6,  strike  0"u.t  L.  J.  Jlar^gan.  .  ; 

Page  S.  '  ■ 

All  addresses  in  the  City  Hall  Sqjjare  3u.ilding  should  be  changed 
to  read  "505-516. ■      .  ' 

.Under  Citjr  Coromittee,  strike  out  the  n^me  of  the  chairr^i, 
H.  P.  Henry.  .  - 

Under  Joint  Office  ho.  1,  Oceratlng  GorgnitteeT  insert  tie  iiaries 
of       H.  Grell  and  P.  C,  Batner  in' place  of  Ih  ?.  3Ienry  and  T7.-E. 
Grell,  respectively.        .  . 

Under  Inspection  of  Psrishablo  Poods,  strike  out  the  r.a::::c  of 
H,  Pf  Henry;  also  make  registered  telegraphic  address  reads-  "Inspcctic 
Bureau  Markets." 

Under  City  Iferhoting  and  Piqtri'Duti"on,inake  registered  tele- 
graphic address  read:     ''Sui-veys  Bureau  I.iarkcts^'^ 

Under  T'larket  ITgws  Service  on  I)air.7  Products .  make  registered 
telegraxohic  address  reiid.:     '"Ba-irv-  Bureau  Markcos."  , 

Under  Joint  Office  Ho.^  2^  also  under  llarket  Hews-  Servic>^  on 
Live  Stock  and  Ilpa-os.  change  tcl--cphone  nurater  to  read  "Boulevard  ohU-L" 
in  place  of  Drover  6656, 
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Page  10, 

Under  Motor  Transportation,  Mr.  Watjen^s  initials  should  read 
H.  ¥.  instead  of  W,  J. 

Page  12. 

Under  DETROIT.  MICHIGAN,  City  Coimittee.  strike  out  John  H. 
Prazier  as  Vice  Chairican  and  v/rite  the  name  Ralph  W.  Taylor.  Tlie 
Clerk  of  the  City  Coimittee  is  Miss  Rath  Darfee,  31U-316  Hammond 
Building,  in  place  of  Alger  M,  Clark. 

Page  lU. 

The  telephone  raimber  at  Greeley,  Colorado,  is  "Greeley  302." 
Page  16. 

Jacksonville,  Florida,  under  Inspection  of  Perishable  Poods. 
write  the  name  D,  W.  Hadsell  in  place  of  C.  W.  Chewning  and  change 
the  address  to  read  907-91I  in  place  of  909. 

Under  Kansas  City,  Missouri,  Grain  Standardization,  the 
telephone  n-umher  is  Main  ^157' 

F^ge  17. 

Lawrence,  Lfe-ssachusetts.    The  City  l/!arketing  and  Distribution 
branch  office  is  closed  for  the  winter. 

Page  20. 

Mr,  T7.  0.  TZhitcomb  is  in  charge  of  the  Seed  Reporting  Service 
at  J.iinneapolis. 

Page  22. 

City  Committee:    Chairman,  A,  Dexter  Gail,  Jr. 

Clerk,  P.  L.  Gray,  1+00  Prait  Trade  Building, 
Under  Q-perating  Comniitteef  and  JV^rket  ITevTs  Service  on  Live  Stock 
and  Meats,  strike  out  the  "name  of  John  P.  Mead. 

Under  Inspection  of  Perishable  Poods ^  the  registered  telegraphic 
address  is:    "Inspection  Bureau  1/s.rkets." 

Under  Iferket  ITews  Service  on  Dairy  Products^  the  registered 
telegraphic  address  is  "Dairy  Bureau  IVhrkets," 

Under  Pederal  Grain  Supervision^  the  registered  telegraphic  ad- 
dress is:  "Grain  Supervision  Bureau  Markets." 

Page  2Ua. 

The  Vice  Chainnan  of  the  City  Committee  is  J^  E.  TTallace  and  the 
Clerk  is  Miss  Mary  E»  Rieger,  ^Oo  Bourse  Building. 

The  Vice  Chairman  of  the  Operating  Committee  is  J.  K,  Wallace 
and  the  Head  Clerk  is  Miss  I.^ary  Rieger. 

Under  IVlotor  Transportation,  the  name  of  Robert  H,  Black  should 
appear  vice  William  M.  Orr. 

(over) 


£?kse  26.  '  ^.  • 

'Pne  Head  Clerk  of  the  Joint  Office  i S' s.s : Gladys  Durst,  3IO 

■\?orce£tor  Euilding. 

Trie  C^rain  and'Hay  Heporti:ig%Sar!''ice  project  office  at  Portlar^, 
Oregon,  has  "been  abolished^  •       \  •-•  i  ■'  ." 

Page  27i.  ^  ■  ;  ^ 

Salt  Lake  City,  Joint  Office  is  at  ^'26  lless  building.  • 
Tiie  officers  of  *-ho  Operating  Ccinnittee  are  as  fd'lib;7s:. 
Cna-ijrriian,  H„-E..  ■  IvaterlTU-ry.. 

Vice  Chair-an,  C.  M.  Pipid.n  '  ■"■    •  -.    .         .  - 

«.      .Head  Clerk,  l.IiL-c  Vera  ''.Thite,  U23  lless  Building.  •      "  •  ' 

Page  29.  ■  ■  '         -         ~    .    ■  •    ■     ■         .    .  ■    ■  , 

Under  Joint  p-^fice  J^o.  2.,  ffiake  a  record  of  the  ostatiishnent  of 

the  fcllcvving.  .projlecr.  office:  .    .  ■ 

In  '.Ijiacge,  ^illi£in~f>.  I'arrell  ■  .  -  ■• 

6l.'7  Balcca  laillxng  .  ' 

•  -Tcae-Ktoe, 

Rbgis'tenca  telegraphic  address,  "Grain  Agricult-are. " 
Page  30.  '     -  •  ■  "      ■  ■ 

Spokane.  TTashington,  'onder  Seed  r-ciporting  Ser\'-ice.  v.Trite 
514  in  place  of  ^'xl,  "  .  . 

■  '  [       Yakirna,.T7a3hington,  3?.  W.  Allen  nn  Charge  vice       C.  (>aick 

■  ■  .  Telepaon'e- 643   •.  .   .  .- 

Registered -telegra-phic  address,  "Br^oau'liarfeet 

'  ■  Arfensa.s- 

Add  1,'Iiss  Velda  P«  Dngan,  ■  ■ 

0011,^.1:0 'cat in g  Cl^-vk, 
-  Old  Sxiate  '~ouse, 

Little  Heck,  Arkansas. 

Page-  33.'  "  .    ■  '  ' 

Add  Carl  McC /-Been,- ' 

Agent  in  Mark'jting  Ucrk,  ~     "  ■ 

Iowa  State  College  of  Agriev.ltui's,  • 
'  Ames,.  Io\va. 

Change  the  address  of  RolDcrt  \l.  Merrick  to  Box  "13,  ."^jdncy, 
Ifes  sachus  e  1 1  s , 


^  9  - 


cjosepb,  M,  lldEvoj  slioiild  Ise  shown  as: 
Held  Agent  in  City  Ivlaxketing, 
Worcester  Coraatv  Farm  Bureau, 

Worcester,  Ivlassaclmsetts, 

Page  3^. 

Ohio . 

Add  William  P.  Sofl^ar, 

Agent  in  Marketing  Work, 
Capitol, 

Coltmibas,  Ohio. 

7,    TOT  CONSTITUTES  OFFICIAL  mSED  WIRE  HJSIHESS. 

Considerable  -onccrtainty  has  "been  evidenced  hj  some  of  onr  hranch 
offices  regarding  the  kind  of  messages  outside  our  regular  routine 
\fnich  may  properly  "be  transmitted  ovel"  the  leased  wires.    It  may  "be 
considered  as  an  inflexihle  rule  that  the  leased  wires  sho^old  bo  used 
only  for  the  transmission  of  official  messages,  the  charges  for  which 
would  have  to  be  paid  by  the  Bureau  of  iVi^rkets  if  sent  over  commercial 
wires*    In  other  words,  no  messages  should  be  accepted  for  transmission 
wnich  could  not  properly  be  sent  Government  collect  over  the  commercial 
\7ires*    All  messages  from  individuaXsj  firms,  etc.,  the  purpose  of  which 
is  the  furtherance  of  the  interests  of  the  senders  and  not  the  Govem- 
mient  should  be  sent  over  comm.ercial  wires,  even  though  these  firms  are 
doing  business  with  the  Department.    Conversely,  messages  which  are 
plainly  to  the  interest  of  the  Goverment  arji  not  to  the  interest  of 
the  individual  or  firm  may  be  considered  as  official  and  so  accepted 
and  transmitted. 

In  general,  any  message  submitted  for  transmission  by  people 
not  eirployed  by  the  Bureau  siiould  be  scrutinized  very  carefully  before 
being  sent. 

S.      BISTRIBUTIOH  OF  TEE  QFFICIAI»  BIILLETIIT. 

This  Bureau  has  received  a  request  to  reduce  as  much  as  possible 
the  nuT^ber  of  copies  of  the  Official  Bulletin  distributed  to  its 
varior.s  branches  a,nd  divisions-    To  this  end  it  has  been  requested  that 
only  one  copy  of  the  Official  Bulletin  be  sent  to  each  branch  office, 
regardless  of  its  sise,  the  number  of  its  employes  or  the  number  of 
divisions  of  the  Bureau  represented* 

9.      CIPHER  FOR  TELEGBAPHIC  ITDCEIRARY  REPORTS. 

It  does  not  appear  that  the  cipher  for  telegrams  regarding 
itineraries  prescribed  in  Bureau  Memorandum  ITo.  6o,  dated  April  3>  131^) 
is  bein,7;  used  to  any  extent  by  officers  a-nc.  employes  of  this  Bureau 
when  in  ■  travel  status.    This  cipher  should  be  used  so  far  as 
possible  for  telegrams  relating  to  itineraries,  regardless  of  v/hether 
the  message  is  sent  over  leased  or  commercial  wires. 


(over) 


10-      II^ROVED  C0lMDI?I01iS_n^  '     ;■  V 

•  J-         .       .    ,■  .      .  ..■ . 

Be!?irnii}e;  upon  Octol:)iri4 wdVlfl-£;rcpo  cade  "oj^ 

fhp.  Se.f;+.ioi^        -S^?;opli3a  ani'^iccou'lts 'tff  of  vouchers  ox 

vavioua  c.j.af;-Sw  ou  b.a•n^L.    Tlii^s  sn-tVH  a  ^Isw  srat  ccnsf  f^oent  inprovenierit 
ir;  coriditaoixs.    Wili?.  tb.e  rc^:a.r:;  t'-.!  the  Hurcau  frori.  the  rilitary  ^5er\-ice 
of  an  e.^ncriencei  eu.l:  t-,)  ••,  is  exp'-cted  at  ar„  -arly  date,  it  is.  -- 

■beliovei  that  this  i^iiprov e.acrt  car.  bo  cortiruod  at  an^oven  E^re  rapid 
rateo'   Ib.Q  figx\:Q.s  shcO/TL  hy  these  .repprss-  ar-e  as  fo-l-i-.c-Tzs:  ■  ■■ 

l'rans-c;r-  ,    ,  He^-iburse- 

Date      Sale  TV         tat-.on  '  '  '  Purf/Jr-ase  Vouchors.  s^er-t 

ISlc-    Ioi\iJors     ya.ie.^..J^tiersLJ^f  A^th.      ^-^gui^it ions.  Iccz:^!^ 

Oct.  .11.     .15     .    ,-■  56     .         —  —  302 

oct.'i^:-  i:!s  :..      lYT-."     T66  '■  152:'----/.  :    ;..  313 

cct,.>5"-  ■  iC^  "-  ■':  it'5        "■  •  505 ■•  •  ••-    35    -  •  -    -    5SC*  • 

H'jv,"  .1  ■      .b...  *    "    1^5!?         ■  •  "  304-       .  •-•*•;;•-'  2UC  • 

IS'O'V;  ■  S        "6"'   ■     •■  •■•  •  ^0*3-  ■  ■•       ■  ?.t3        •  -    •  •  1^2-  •••         -■      ■  251. 

Fqv.  ii5  ■  ■  •  7      ■  ■    --■'SS^             •  ?.*,&•  •   '•  •  •■  .  2bl  c 

IToAT.  "22     ■    6'  ^    ■  :    Si  ■       •    llf-  •■  ■    :      70  :  -   cv.  £^ 

ITov,  29;:                •  '  flO^-;              2?.2      •  •  •  --iS-  ■       -I    .225  • 

Leo.'  B"     12    •         '•■[>7-  •■       •    103- ■  •  •-  201  • 

i)so,  7o    ■  S'     . '  •  -oi  •■  •        22. •       •••    -•^  .161  •. 

Dec:  20'       '  S       •  ■-  '  lUl  •  •  -  *   •  '  1^ .  :     .  I35  ■ 

Dsc*  27      , -5         •  ■'13?  : "'•         ■'56-"      -  ■■■■  "•  •izif  •    ■  •'  ;  ICC 

Jan.    3         6  ■  :26s---    -  "•■•■  50-  -    .         loy  ■  -.51;-; 

'  ^   I.a,  sahiiitting  VOcXohers;  ir.-.ludi^_  chhA-pes'-fo-r/t  dis- 
tance te'lephch-e'  cai.iS;  -It  i^'  rerAtirel  t!aat  th'%  p'/ifi^r-Vfci  ser 'd^s  .te 
specified.    ?o  specif'/ merely  that  a  charge  is  for  toll  ssrvite-or 

for  long  distance  calls,  is  not  £raffxci.;nfc, 

^  1        ..■  ...... 

_  To.e  practice  of  includinf;  charges  for  telegraph  nessages  in 
"telephone  voucivar^  -should  tV  dyscVntiii:?.^^,     It-"is  difi'dcralc  tl  iocure 
the  ad\-antage  "of  Gov^^r.iaerit"  rptes  when"  te]<?£;ranvs         sent  ci'i.^lnall; 
over  the  ■teiophcrs  AtA  the  ch'arga  U>3-rof'or -incvludei  In  tte- r.::^^-':^).^  .  -. 
st'atcmerit  •fhrbra  the  I'clisifiprie"  Corn;:any,' "^Thi's  -rA^cca^si-t^^tis:  iaUtpp-nrsV^n 
of  the  -ambTatit ' in  excess*'bf ' 'Ti:o  Oo  ,r^i:'.;-^;{v^t '  rato  v.y.cVi  ■•^hs'  vouciicr  .?~un'5s 
in,  and  c<^u3os  delaj'  in  settleiient  lixil-  incen^niSnc-u/tc  air  crinciv'raiecL-. 
Copies  of  all  telogtans  nr,:x-c  oe  trilartittod  "oo  svp-?ort  aT:y  clann  for 
pavmont  therefor^  and  concli-pTr^iXlar^diff i^^^  rciu;,on  of!  thisf 

rcQ\iiroTnont  in  case  of  t-ilegra-na  sent  cri g;:.r-aj.ly  ever  the  tclejhcne, 
farther,  thor^e^  is  no'' ass-oranr.©' -"bhat-  'SLie  oharg.jf5  fpr  the  sarce  tele- 
grar,s  are  not  ■■included  i-n"  tVi:e  ■teleifrr^.ph  ci-iapan~i.es?-. '^^^^  rrsn'tlii;;- 
bills  to  thB  E-cpa-roneht , ,  and  .judj;-in- -xrcni  th-e-sm;-sh*.>-  of- . duplicates 
v/hich  are  fourd  e-riohg'thene  cills "this  s06^1s'v.>r^pr^^hi^^ 

■■  '  ■  -  .r;-    '  - 

At  the  request  of  Mr.  Bernard  M.  Bar-Jich,  C?-aim]an,  i:ni-,ed  Statec 


liYar  Industries  Board,  and  v/itli  tiio  approval  of  the  Secretary  of  Agri- 
culture, the  powers  and  functions  of  the  Wool  Division  of  the  ITar  In- 
dustries Board,  Including  particularly  those  relating  to  the  payment 
Tdj  the  dealers  or  buyers  of  any  sums  due  "by  them  to  wool  producers,  in 
accordance  with  the  Government  regulations  for  handling  the  wool  clip 
of  191s,  and  the  disposition  of  such  payments  has  been  transferred  to, 
and  will  hereafter  be,  exercised  hy  the  Bureau  of  L/larkets»    This  situa- 
tion will  continue  until  such  time  as  the  affairs  and  duties  of  the 
Wool  Division  have  been  finally  conipleted.    The  personnel  of  the  War 
Industries  Board  immediately  dealing  with  the  work  has  been  transferred 
and  will  serve  under  the  Chief  of  the  Bureau  of  Markets  until  about 
June  or  July  1,  when  it  is  hoped  the  whole  natter  can  be  disposed  of- 
Mr.  W.  A,  Sherman  will  represent  the  Chief  in  liquidating  this  work 
and  will  be  assisted  by  I/tr,  W.  D.  McKellar,  ^0  has  served  as  Assist- 
ant C3a.ief  of  the  IV00I  Section,  and  by  llx,  Leroy  C.  Floyd,  Special  Agent 
assigned  by  the  Federal  Trade  Commission. 

13.      BEPORTS  OF  COMMITTEE  MEETINGS. 

The  Philadelphia  joint  office  is  sending  copies  of  the  minutes 
of  the  meetings  of  the  Operating  Committee  to  the  Administrative  Assist- 
ant in  Charge  of  Operation.    These  reports  have  been  very  helpful  in 
maintaining  contacts  between  the  Philadelphia  office  and  the  Washington 
offices  of  the  various  divisions  represented  in  Philadelphia  and  of 
the  Branch  of  Operation.     It  is  suggested  that  hereafter  this  plan  be 
followed  by  all  City  Committees  and  Operating  Committees. 

PSEPARATIOM"  OF  STENCILS. 

Market  Surveys  Project  Letter,  Vol.  Ill,  No.  93,  dated  December  30, 
I9I0,  contains  the  following  item: 

"Mr.  Gail,  of  the  Nev;-  York  office,  has  written  us  concerning 
an  experiment  in  stencil  cutting  which  has  been  tried  successfully 
in  that  office  and  which  may  be  worthy  of  trial  in  other  stations. 
His  statement  is  as  follows: 

'Mr,  Benjamin  Levy  of  this  office  has  offered  a  sug- 
gestion which  wo  :--ave  followed  out  and  which  we  find  works 
very  satisfactorily. 

'In  cuttiiig  the  Weekly  News  Review  direct  from  the 
leased  wire,  Mr.  Levy  noted  that  the  first  stencil  never 
produced  as  good  mimeographed  copies  as  the  second.  This 
led  him  to  believe  that  there  was  an  advantage  in  having 
the  stencils  absorb  more  moisture  than  comes  from  one 
wetting  directly  previous  to  their  insertion  into  the 
typewriter, 

'We  have  tried  giving  our  stencils  a  prelimnary  wot- 
ting, preceding  their  actual  cutting  by  abtiit  an  hour^  and 
then  wetting  them  again  just  previous  to  their  being  cut. 
In  both  operations  we  use  a  mixture  of  soap  and  water  for 
moist ening. 

'The  results  of  our  experiment  lead  us  to  believe  that 
this  double  moistening  produces  much  clearer  work,  which 
of  course,  is  desirable.'" 

(over) 
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"When  this  paragtaph  was  called  to  txie  atterltion  of  I5r.  K.  E. 
Barton,  in  char-gc  of  the  Addressing  and  Duplicating . Section,  he  inade 
the  following  conmentr     "Por  soeiG  tine  the  sa^.e  idea  has  been  foil o;ved 
in  this  section,  using,  denna::  instead  of  soapy  v/ater." 

15.      ASSI&I»IT  OF  BRIE?  CASES . 

Hhe  records  of  the  Bureau  show  that  164-  "brief  cases  have  "been 
Issued  to  various  officers  and  enrployes  of  -the  Bureau,  and  th^at  in 
addition  f  have,  decn-  ordered  for  others.    77ith  the 'exception  of  project 
leaders,  it  is  directed  that  e'a-ch  person  at  present'  having  one  of  these 
orief  cases  in  his  charge  return  it  at  once  to  the  Clerk  in  Charge  of 
Supplies  and  Accounts,  to  be  held  in  stock  in  that  section  and  issued  for 
use  as  needed,  or  that  he  prepare  a  statement  ■  explaining  the  necessity 
for  retaining  it  indefinitely,    ITl-.en  such  a  stat.enuDnt  is  approved  ar^  the 
brief  case  is  retained  by  the  individual,  it  vTill  be  transferred  to,  ar-d 
charged  against,  the  inventory  of  the  division  '.vith  v/nich  he  is  ccr,- 
nected.    The  cases  retained  by  project  leaders  also  v:ill  be  charged 
against  the  division  invehtory,    .TTith  the  exception  of  those  used 
project  leaders,  such  brief  cases  should,  so  far  as  possible,  be  hcpt  in 
stock  by  the  divisions  and"  iss-acd  for  use  only  as  needed.    Hereafter  a 
special  memorandum  must  be  submitted  with  each  request  for  a  requisition 
for  a  brief  case,  giving  a  clear  and  convincing  statement  of  -the  need 
for  the  purchase.  ' .  ■  . 

A  dislike  of  ret^orning  brief  cases  to  the  Section  of  Supplied 
and  AcGo-cmts  bet'-vecn  field  trips  will, not  be  regarded  as  s^jifficlent 
justification  for  the  retaining  of  these  cases  by  individuals  ir-dcfi- 
nitely  '  /'/  .  " 


Chig^  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 

it  FEB 

INFOimilON  CIRCULAR  HO,  U  .|  |j.g.j^^^^ 
Janmry  20,  I919. 

1,     CHIEF  OF  BUREAU  ABSEITT  ON  ITOESTERIT  TRIP. 

The  Chief  of  Bureau  left  Washington  on  the  evening  of  Jantiary  IS 
in  conipany  with  the  Secretary'-,  for  the  purpose  of  attending  the  arjiml 
convention  of  the  American  National  Live  Stock  Association  at  Denver. 
At  this  convention  he  will  discuss  the  investigational,  service  and  regu.- 
latory  v/ork  of  the  Bureau  of  ]\fe,rkets  relating  to  live  stock,  meats,  and 
kindred  products.    He  will  visit  Jfe-dison,  Wisconsin,  on  his  ret-uxn  for 
the  purpose  of  conferring  with  mem'bers  of  the  Wisconsin  legislature  re- 
garding marketing  prohlems  in  that  State,  and  legislation  which  they  have 
under  consideration  regarding  narketing.    During  his  absence  of  about  10 
days,  letters  usually  prepared  for  the  signature  of  the  Chief  of  Bureau 
should  be  prepared  for  the  si^iature  of  the  Acting  Chief. 

2»  .  BUREAU  MSLHORANDUM  NO.  162, 

Branch  offices  are  hereby  advised  that  as  the  instructions  con- 
tained in  Bureau  Memorandum  No.  I62,  entitled  "Use  of  Emergency  Stenog- 
raphers", do  not  pertain  to  the  work  of  these  offices,  they  will  not 
receive  a  copy  of  same.    This  for  the  infornation  of  branch  offices  in 
case  they  wish  to  make  the  proper  notation  in  their  Bureau  Memcrandm 
file. 

3-    RESERVING  PULLMAN  ACCOMIODATIONS, 

Item  5       Information  Circular  No.  9»  da- ted  December  ^,  I3IS, 
directed  that  reservations  of  Pullman  accommodations  at  points  other  than 
the  city  in  which  the  traveler  is  located,  sho-uld  be  made  by  addressing 
the  agent  direct,  using  the  commercial  wire  where  telegrams  are  necessary. 
In  this  connection  attention  should  be  called  to  the  ruling  in  the  Fiscal 
Regulations  of  the  Departanent  that  such  telegrams  are  not  regarded  as 
official  and  that  charges  must  be  paid  from  the  personal  funds  of  the 
sender. 

^.    TELEGRAPH  OPERATORS  UNDER  APPOINTMENT. 

Hereafter,  the  S-j^erintendent  of  Telegraph  will  draft  all  sub- 
requests  for  the.  appointment  of  telegraph  operators,  and  will  handle  all 
details  relating  to  salaries  and  leave  for  operators  serving  undsr  ap- 
pointment .    Matters  concerning  the  eitployment  of  operators  under  letters 
of  authorization  should  be  handled  by  the  respective  projects  or  divisions 
from  the  funds  of  v/hich  the  operators  are  paid. 
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5'    BBAITCH  OFFICE  MTA. 

The  attsntion  of  all  "branch  offices  is  called  to  Infcrnation  Cir- 
cular No.  7,  Item  1.    The  data  called  for  therein  have  not  been  received 
from  a  number  of  branch  offices.    If  your  office  is  one  of  the  delinquents 
in  this  respect,  please  forward  the  information  at-  once  in  order  that  cur 
records  may  be  broioght  -ag  to  date  without  further  delay. 

Care  should  be  taken  to  see  that  plans,  diagrams,  charts,  or  di^^- 
ings  accompany  the  reports.    All  q-uestions  should  be  answered,  or  an  ex- 
planation mde  in  cases  where  it  is  not  done. 

6.    LMVE  OF  ABSENCE  OF  EMPLOYES  SERVIITG  UNDER  APPOimENTS  READING 
"UNTIL  FORTHER  ORDER"  OR  *^PENDING  CERTIFICATION." 

Effective  at  -ones,  leave  of  employes  in  the  Boraau  of  I.Iarkets  serv- 
ing under  appointments  reading  "until  further  order"  or  "pending  certifi- 
cation" will  be  handled  in  accordance  with  a  decision  rendered  by  the  Com- 
mittee on  Finance  and  Business  Methods  of  the  Department  as  follows: 

"Such  enfiloyes  must  be  regarded  as  permanent  and  en- 
titled to  leave  "under  the  regulations,  confuted  from  the 
date  of  appointment,  not  from  the  beginning  of  the  third 
month  as  in  the  case  of  tenporary  errployes." 

7'     TIME  PJ:C0RDS  of  TELEGRAPH  OPERATORS. 

I t  is  the  desire  of  this  Bureau  that  records  of  attendance  of  all 
leased  ^vire  telegraph  operators  be  kept  in  such  a  vra,y  that  a  statement 
can  be  f-umished  at  any  time  regarding  any  operator,  showing  the  ho^or  and 
minute  of  beginning  and  ending  each  period  of  duty.     This  should  show  both 
the  briefest  absences  from  the  v/ire  and  the  shortest  periods  of  service. 
It  should  be  kept  by  such  officer  or  employe,  and  in  such  manner,  as  will 
enable  the  responsible  project  representative  in  charge,  or  the  chairman 
of  the  operating  committee  in  a  joint  office,  to  certify  to  its  accuracy. 
At  the  end  of  each  month  this  record  for  each  telegraph  operator  should 
bo  sent  to  the  3-1:55 erintendent  of  Telegraph. 

S.    MISUSE  OF  WORD  "BULLETIN." 

Attention  is  called  to  the  fact  that  more  or  less  confusion  is 
sometimes  caused  by  the  practice  of  referring  to  the  various  narket  ne'r/s 
reports  issued  by  the  Bureau  of  Llarkets  as  "bulletins."    It  is  recognised 
that  these  reports  nay  be  properly  termed  bulletins  so  far  as  the  meaning 
of  the  vv'ord  "bulletins"  is  concerned,  but  the  difficulties  enccir-tered 
are  due  to  the  fact  that  for  nany  years  the  Department  has  iss-ued  t'.vo 
series  of  publications  entitled  "bulletins."    One  cf  these  is  printed 
rnider  the  title  "Bulletin",  and  the  other  "Ib,rmers'  Bulletin."  "Hereafter, 
all  eir5)loyes  of  the  Bureau  of  I^rkets  are  requ3st3d  to  refrain  fror  -.lining 
the  term  "bulletin"  vjheh  referring  t"6  any  publications  of  the  Diipartment 
other  than  the  two  series  of  publications  m.entioned  in  the  preceding  sen- 
tence. ■ 
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9-     USE  OF  SUGGSSTION  BOX  BY  BRANCH  OmCES. 

The  follovvlng  is  the  substance  of  a  letter  received  from  Ivlr.  A. 
Dexter  Gail,  Jr.  ,  chaincan  of  the  ^'Operating - coinmi  ttee  in- the  New  York  City 
joint  .office:     ■.       .  ...  •  .  . 

In  order  to  stimulate  interest  among  the  officers  and 
enployes  in  the  various  lines  of  work  performed,  and  to  ef- 
fect closer  cooperation  betv/eeii  "the  members  of  the'  working 
force,  "bimonthly  meetings  are  held  at  -which  a  suggestion  box 
is  used-.-    As  its  name  implies,  this  box  is  provided  as  a 
receptacle  to  be  used  by  employes' in  filing  any  suggestions, 
from  time  to  time  which  may  occux  to  them..,  A  monthly  record 
sheet  is  kept  which  shows  the- number  of  suggestions  offered 
by  each  individml  and  the  number  adopted. 

Such  a  plan  might  be  found  helpful  by  many,  of  our  branch  offices. 

10.  USE  OF  EMERGEI'TCY  STENOGRAPHERS . 

The  report  of  the  Viseing  Section  for  the,  we.ek  ending  Janmry  11 
shov/s  that  a  total  of  257S  letters  going  out  from  the  offices  of  the 
Bureau  in  Washington  were  viseed,  IU13  of  which  were,  dictated  by  officers 
in  buildings  where  the  stenographic  pool,  or  a  subsection  thereof,  vvas 
available.    Of  these  ikl}  letters,  59^  were  dictated  to  stenographers  in 
the  pool  and  SI9  to  others.    This  report  shows  conclusively  that  the 
dictators  of  the"  Bureau,  instead  of  limiting  emergency  dictation  to  true 
em.ergencies  only,  are  dictating  to  so-called  emergency  stenographers  much 
more  than  to  the  regular  stenographers  in  the  pool,.     If  future  reports 
show  a  continuation  of-  this  proportion,  it  may  be  necessary  to  alter 
existing  regulations  so  as  to  prevent  absolutely  the  dictation  of  corres- 
pondence to  any  stenographers  other  than  those  -in  the  stenographic  section. 

11.  LIST  OF  YOUCHERS  NOT  AUDITED  AT  CLOSE  OF  BUSINESS  JANUARY  10.  . 

■  The  Clerk  in  Charge  of  the  Section  of  Supplies  and  Accotints  has 
furnished  the  following  figures  covering  vouchers  on  hand  at  the  close  of 
business  January  10,  I919. 


Kind  of  Voucher.  .      -  Number. 

R e  imbur sement .  ;  ,  , .  .•  30 

Purchase  • 

Letters  of  authorization.  23 
Requisitions. ,   .... ....   26 

Transportation,  Freight  and  Express ....  >. —  172 

Salarj'.    3 

Total   2p 


This''  is  a'  further  improvement  over  the  figures  for  the  v;eek  ending 
Jar..i:ai'y  3,  1319V- as  shown  in  Inf.ormation  Circular  .No.  10.    The  auditing 
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may  now  "be  regarded  as  "bsing  virttially  1:5;  to  date.  Keir.b.urs3rnant''vc"acliers 
siitmitted  in  proper  form  -as-uaily  ought  to  "be  passed  for  paymsnt  in  not 
more  than  ten  days. 

12.  CIRCULARIZING  MiLING  LISTS.  .  ' 

It  Inas  "been  broiight  to  our  attention  that  in  rcany  cases  the  mail- 
ing lists  established  by  our  various  branch  offices  contain  .the  j^ames  cf 
persons  who  are  not  interested,  in  the  reports  receiverd  by  then.    In  fact, 
some  persons  have  even  gone  to  the  extent  of  v,'i"iting  us  protesting 
against  these  reports  being  sent  them  without- request ,  and  asidng  that 
their  names  be  taken  from  the  list.     This  state  of  affairs  does  not  work 
toward  econon^r  and  causes -a  needless  .waste  of  paper,  ink,  time'^and  labor, 
and  it  is  felt  that  immediate  steps  should  be  taken 'to  revise  the  mailing 
lists,  eliminating  all . unnecessary  names.    This  is  a  matter  partly  cf 
financial  .econony  and  partly  to  enable  us  to  devote  our  energies  and  money 
to  work  that  will  show  rnxore  effective  results.    Therefore,  in  order  to  cut 
our  mailing  lists  down  to  the  addresses  of  those  who  really  wish  to  re- 
ceive the  reports  tliat '  are '  being  sent  to  them,  it  is  suggested  that  daily 
mailing  lists  be  circularized  at  intervals- -of  not  less  than  once  in  three 
months,  weekly  or  monthly  lists  once  in  six  months,  and  any  other  lists, 
once  a  year.     In  doing  this,  it  might  be  v;ell  to  follow  the  plan  outlined 
below: 

A  circular  letter  should.be  sent  to  the  names  on  -the  list,  riaming 
or  describing  the  publications  or  reports ■  which  they  are  receiving,  and 
asking  if  they  are  interested  in  these  reports,  or  expect  to  become  in- 
terested, or  wish  to  continue  to  receive,  them,  and  if  so,  to  sigriify  such 
interest  by  returning  the  card  form  enclosed  properly  filled  out  to  indi- 
cate, their  desires.    They  should  be  advised  th.at  the  nacies  of  persons 
from  whom  no  card  is  received  within  "a  certain  specified  time  will  be 
dropped  from  the  .list.-   The  return  card  should  be  addressed'  but  not  frar^ked, 
and  the  -.vords  "Place  two-cent  stamp  here,"  printed  in  the  i^jper  right- 
hand  corner.    Per.soiis  who  are  sufficiently  interested  in"  the  reports  re- 
ceived by  them  will  be  glad  to  fill  out  the  card  and  furnish  the  necessary 
two-cent  stamp.  , 

13.  THE  3C-I:AY  LIMIT  FOR  TEMPORARY  ENFLOYMENT  mUER  AUTHORIZATION. 

The"  Bureau  recently  'nas  had  several  cases  where  persons  I'^ve  been 
en:iployed  at  points  outside  of  Washington,  without  appointmient ,  under 
letters  of  authorization  for  a  total  numiber  of  days  exceeding  3^  v.lthin 
a  year.    So  little  attention  seems  to  have  been  given  this  regulation  that 
it  is  felt  that  somiething  must  be  done  to  inpress.its  importance  •i:5on  all 
officers  of  the  Bureau  authorized  to  enploy  temporary  help.     It  is  possible 
that  in  the  future,  cases  of  this  sort,  due  to  carelessness,  may  be  l-er.dled 
by  requiring  the  officer  responsible  to  pay  the  employe  from  his  own  per- 
sonal funds  for  any  services  rendered  in  excess,  of  30  days. 

In  this  connection  it  'should  be  clearly  .understood  that  the  rule 
is  that  no  one  person  may  be  paid  for  more  than  30  days  ou.t  cf  anj.-  possible 
combination  of  365  consecutive  days.     It  also  should  be  rem^embered  that 
the  days  counted  are  those  for  which  the- employes-  are  paid.     In  other 
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words,  an  employe  hired  by  the  day  and  paid  only  whsn  actmlly  employed, 
may -be  hired  for  30  working  da^'-s.  ..  An  employe  hired  by  a  monthly  or  an- 
nm-1  rate  my  be  enployed  only  for  J,0  calendar  days,  including  S-undays 
and  holidays,  since  the  monthly  or  aimual  pay  is  cornputed  to  cover  Sim- 
days  s^-Q-i  holidays,  whan,  they  are  included  in  the  period  of  service. 

In  this  corinection  attention  is  called  .to  the  policy  of  the 
Department,-  which  does  not  permit  the  payment  of  employes  mder  authori- 
zation when, it  is  intended  that  they  shall  thereafter  be  placed  under  ap- 
pointment, or  while  requests  for  appointments  are  pending.    The  rule  is 
that  employes  vyho  are  to  serve  under  an  appointment,  either  permanent  or 
temporary,  should  not  be  permitted  to  begin  work  -unzil  advice  is  received 
that  the  appointment  has  been  approved  by  the  Secretary.    In  cases  of 
serious,  unforeseeable,  and  unavoidable  emergencies,  where  it  would  be 
gravely  .-detrimental  to -the  interests  of  the  service  to  postpone,  the  date 
of  reporting  , for  duty,  and  when  assurance  is  felt  that  the  civil  service 
.status  of  the  prospective  appointee  is  satisfactory  and  that  administrative 
approval  of  the  appointment  will  be  given,   the  employe  may  be  assigned  to 
duty  at  once,  and  the  appointment  requested  to  take  effect  upon  the  date 
he  reported  for  duty.    A  full  and  satisfactory  explanation,  however,  must 
be  given  in  each  case,  and  the  number  of  suda  cases  held  to  a  mlnimijm. 

1^.    NO  HELIYERIES  IN  ADVANCE  OF  KEQUISITIOIT. 

Recently  a  very  serious  situation  has  developed  in  this  Bureau 
with  regard  to  the  purchase  of  office  equipment  and  other  iraterial.  In 
many  cases  material  had.  been  secured  in  one  way  or  another,  in  advance,  of 
requisition,  and  then  the  requisition  had  not  been  dravvTa  , promptly.    As  a 
result,  many  such  overdue  requisitions  were  still  pending  v/hen  the  order 
was  issued  requiring  all  branches  of  the  G-overnment  service  in  "Washington 
wherever  possible  to  secure  all  equipment  of  every  kind  through  the 
G-eneral  Supply  Gommi  t tee .  from  the  stock  surrendered  as  work  is  discon- 
tinued.   To  gi-^ard  a^inst  thesQ  and  other  complica'tions ,  the  following 
rules  must  be  observed  by  all  dniployes  in  Washington: 

First,  no  mchines  or  devices'  of  standard  rfake  should  be  borrowed 
for  trial  to  determine  whether  preferred  by  some  individual  operator,  or 
for  like  purposes.     When  it  is  really  necessary  to  borrow  some  nev/  make, 
style,  or  type  of  machine  for  testing  before  it  can  be  determined  whether 
or  not  it  should  be  purchased,  the  approval  of  the  Chief  Clerk  of  the 
Bureau  should  be  secured.     Such  trials  should  be  limited  alvjays  to  the 
briefest  possible  periods  in  '.vhich  the  necessary  tests  can  be  ms^de. 
Hequisitions  sho^ald  then  be  draT^n.  at  once  to  cover  their  purchase,  or 
the  machines  sho-old  be  returned  to  the  dealers  from  whom,  they  were  bor- 
rowed.    Supplies  or  equipment  never,  under  any  circumstances,   should  be 
sectored  in  advance  of  the  approval  of  the  requisition. 

Second,  no  services  for  job  work,   such  as  must  be  covered  by 
requisition,  shoixld  be  secured  in  advance  of  the  approval  of  the  requisi- 
tion except  in  case  of  services,  such  as  repairs  and  the  like,  for  which 
the  amount  to  be  paid  cannot  be  determined  even  approximately  until  after 
the  services  have  been  rendered. 

Third,  no  eiiqploye  should  accept  the  delivery  of  goods  -unless 
certain  that  such  goods  are  for  the  project  or  division  with  which  he 


is  cprmected.-   If  not  for  liis  division,  iie  shciol-d  see  that  the  persons 
irakirig  'the  delivery  are  directed  to  the  proper  office,  or  referred  to 
the  Section  of  Supplies  and .Accoimts. 

Pour th,  ■  the  Section  of  Sipplies  .and  Acco-ants  should  he  notified 
by  a' writ  ten -meniorand-uan,  or  "57  a .  receip  ted  invoice  indicating  the  date 
of  delivery,,  ifcmediaxfely  upon  receipt  of  any  goods  covered  cy  requisition. 

.  ■  Fifth,  after  a  purchase  requisitioii  has  been  approved  and  issued, 
no  charges  should  he  irade  therein  except'  throijgh  the  Section  of  Supplies 
and  Accoimts,  or  by- -Written  notification  to  that  section.-' 

15-    PUBLICATION  OF  HESULTS;-      ,  '  . 

The  attention  of  all  projects,  is  invited  to  the  fact  that  the  . 
publication  cf  results  apcorrplished  in  the  various  marketing  activities 
in  \7hich  the  Bureau  is  engaged  is  not  aa  frequen^  or  as  pronpt  in  prepara- 
tion as  is  considered  desirable. 

FtjII  re-^ognitlon  should  be  given  the  value  of  the  publication  cf 
results,  and  an  account  of  every  \7orthy  accojplish:nelit  should  be  carefully 
prepared  in  the  form  most  suitable  for  the  subject  -natter,  and  arrange- 
ment irade  for  its  publicati-cn.  -  In  considering  the  value  of,  and  the 
necessity  for,  rr.ore  freq.ueht  publicatior.  of  results,  it  is  of  inijrortance 
to  iieep  in' mind  also  the  necessity  for  reasonable  prcnptness,  "vjhich  often 
is  an  essential  element,  of  inforration  concerning  marketing  activities. 

.The  editor  and  the  narket  infonration  assistant  cf  the  B-oreau 
should  be  consulted  freely  as  to  the  possibilities  of.,  the  publication  cf 
inforiration  pertaining  to  work  conducted  by  the  Bureau  cf  I.'iarkets,  ^-.Ith 
a  view  to  securing  more  frequent  appearance  cf  such  i-tems  ••vherever  their 
merit  warrants. 


